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CENTRAL INTELLIGENCE AGENCY REGULATION ee 
a 3 December 1952 


17. PROMOLLONS AND DECORATIONS FOR MILITARY PERSONNEL ASSIGNED 1'0 CIA 


Promotions 
(1) General 


All reconmendations for promotion of military personnel 
cosigned to CIA, including those based upon "combat zone 
eriteria," will be processed through the Military Personnel 
Division, Personnel Office. The Chief, Military Personnel 
Division, will provide advice and guidance relative to the 
eligibility requirements applicable to promotions in the 
Armed Forces, 


(2) Officers 


(a) Special recommendations for temporary promotion of 
officers assigned to the Central Intelligence Agency 
will be subnitted to the appropriate services only in 
the following circumstances: 


(1) When the nature of an individual's assignment 
in the Central Intelligence Agency is such that 
his true responsibilities and accomplishments 

‘ cannot be made available to selection boards in 

the normal meaner, In such cases, secure processing 
of recommendations on a "need-to-know" basis will 
be accomplished a+ the times when selection boards 
are in session. 


(2) When the parent service publishes special, one-time 
eriteria involving written recommendations for 
promotion of outstaniling officers who are not 
included in the automatic zone of consideration. 


(3) When selection boards are in session considering 

"officers who are in the eligibility zone, or at 
any time an officer's performance warrants, special 
efficiency reports and/or commendations may be 
submitted to augment over-all performance records. 


(4) When an individual's service in the Central 

7. Intelligence Agency is sufficiently outstanding 
and meritorious to warrant exceptional consider- 
ation for promotion ahead of his contemporaries. 


(b) Recommendations, special efficiency reports, and 
commendations may be submitted to selection boards 
considering officers of the regular services for 
permanent promotion, subject to instructions issued 
by the services concerned, 
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(1) General 
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All recommendations. for promotion of military personnel 
assigned to CIA, including those based upon “combat zone 


eriteria," will be processed through the Military Personnel 


Division, Personnel Office. The Chief, Military Personnel 


(») 


(2) Officers 


Division, will provide advice and guidance relative to the 
eligibility requirements applicable to promotions in the 
Armed Forces. 


(a) Special recommendations for temporary promotion of 


officers assigned to the Central Intelligence Agency 
will be submitted to the appropriate services only in 
the following circumstances: 


(1) 


(2) 


When the nature of an individual's assignment 
in the Central Intelligence Agency is such that 
his true responsibilities and accomplishments 
cannot be made available to selection boards in 
the normal manner. In such cases, secure proc- 
essing of recommendations on a "need-to-know" 
basis will be accomplished at the times when 
selection boards are in session. 


When the parent service publishes special, one- 
time criteria involving written recommendations 


for promotion of outstanding officers who are not 


included in the automatic zone of consideration. 


When selection boards are in session considering 


“ officers who are in the eligibility zone, or at 
any time an officer's performance warrants, special 


efficiency reports and/or commendations may be 


submitted to augment over-all performance records. 


When an individual's service in the Central 
Intelligence Agency is sufficiently outstanding 
and meritorious to warrant exceptional consider- 
ation for promotion ahead of his contemporaries. 


Recommendations, special efficiency reports, and 
commendations may be submitted to-selection boards 
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HOV 18 1950 


MEMORANDUM FOR: Director of Central Intelligence 
SUBJECT : Promotion for Military Personnel Assigned to CIA 


1. A review of Agency and Service policies for the promotion of 
military personnel indicates that the following conditions should govern 
this Agency's actions in recommending or supporting promotions when the 
Agency has determined that such recommendation or support is laa 


deserved, or appropriate: 


a. When the nature of the assignment of an officer is such 
that his true responsibilities and accomplishments cannot be made 
available to selection boards in the normal manner, 


b. when the parent service publishes special one-time criteria 
covering officers who are not included in the automatic zone, 


c. when selection boards are in session considering officers 
who are in the eligibility zone and special efficiency reports or 
commendations may be submitted to augment over-all performance 
records, 


d. when an officer's service with this Agency is sufficiently 
outstanding to warrant consideration ahead of his contemporaries, 


and 


e. when regular officers are being considered for permanent 
promotions and recommendations, special efficiency reports, or 
commendations may be submitted to the selecticn boards. 


2. It is recommended that these principles be approved for inclusion 
in Agency Regulations. 


25X1A 
Deputy Director 
(Ac.. ‘nistration) 
APPROVED ~DISAPPROVED—.... : p 
Lf 26 a 
WALTER B. SMITH i 
Director NOV 2 1 1952 # 
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MEMORANDUM FOR: Assistant Director (Personnel) 
SUBJECT : Promotion of Officers of the Military Services 


| 1. On 18 September 1952 the Executive Assistant to the Director 

(Mr. Harman) advised me that the Agency policy with reference to pro- 
motion of officers of the military services on duty with CIA would 
be as follows: 


a CIA will recommend the promotion of officers in only 
two cases: 


(1) When an officer assigned to CIA has been passed 
over for promotion by his service, either wittingly or 
unwittingly, due to hie assignment with the Agency and 
is actually eligible for promotion according to the 
requirements of his particular service, and when there 
is definite reason to believe that his assignment to 
CIA has prejudiced his consideration for promotion; 


(2) When an officer is doing a specific job for CIA 
in an excellent manner and where he could do a better 
job if he held the next higher grade. 


be The GS position to which an officer of the services might 
be assigned in CIA, regardless of whether this grade corresponds 
to his military rank, will have no bearing whatsoever on consid- 
eration for promotion. 


| 2. These instructions were issued personally by General Smith 
today, 18 September 1952, and will be strictly complied with. 


25X1A 


| Acting. Deputy Director 


_ (Administration). 
ee: Dp/I re eee 
DD/P Att: CAC | | 

Dir of Training 

| AD/Comno 

: RESTRICTED 
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NO. 


FROM: 


el Me OE 
DATES EP pe 1952 
ae 5X1A 


Ciel tube Cod. | 2, [_] Chief of Military 25X1A 

Be fe Personnel, has the original of this 

‘ memorandum (AD/Pers copy). He states 

that there has been some repercussion 

from the Pentagon due to premature 
dissemination of information contained 

in Paste memorandum; that he is taking 
issu, br "protesting" the memorandum 

in part; that he is proposing the 

issuance of a new CIA Regulating ae 
(undoubtedly superseding of SX1A 
16 May 1951) which will incorporate 

some of the "thought" in the attached, 

but will be couched in somewhat 

different language. 


The Colonel states that his 
"protest" is about ready to start on 
its way up through channels. His 


is recommendation xomcke is that we 
withhold any dissemination of policy 
stated in attached memo, pending 
1: resolution of points at issue or 
issuance of new C Ne 
P5X1A 
At 0/14/52 — 
i oa ae ent ernie cee cere meena an ere Te a 
12, : 
13, ol et a ae ee ee whe 
Tonner tet msg 
14, 
* ; S 
15. \ 7 
OM Bag FREE ; ~—- RESTRICTED CONFIDENTIAL ~— | 
JAN 1950 . 


U. &. GOVERNMENT PRINTING OFFICE 10~02023-1 
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MEMORANDUM FOR: Assistant Director (Personnel) 
SUBJECT : Promotion of Officers of the Military Services 


1. On 18 eptember 1952 the Executive Assistant to the Dircetor 
(Mr. Harman) advised me that the Ageney polley with reference to pro- 
motion of officers of the military services on duty with CIA would 
be as follows: 


a. CIA will recommend the promotlon of officers in only 
two cases: 


(1) ‘hen an offleer assigned to CIA has been passed 
over for promotion by his service, either wittingly or 
unwittingly, due to his assignment with the agency and 
is actually cligible for promotion eccording to the 
requirements of hia particular service, and when there 
ls definite reason to believe that his assignment. to 
CIA has projudiced his consideration ror promotion; 


(2) When an officer is doing a specific job for CIA 
in an excellent manner and where he could do a better 
job if he held the next higher grade. 


b. The GS position to which an officer of the services might 
be assigned in CIA, regardless of whether this grade corresponds | 
to his military rank, will have no bearing whatsoever on consid- 
eration fox promotion. 


2. These instructions were issued personally. by General Smith 
today, 18 September 1952, and will be strictly complied with. 


/4/ 
L. K, WHITE 
Acting Daputy Director \ 
(Administration) 4 

ee: DD/T EONS 
DD/P att: CAO —~ 
Dir of Training 
AD/Commo 
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30 April 1952 
TO t Deputy Director (Administration) 


FROM : Acting Assistant Director (Personnel) 


SUBJECT: Agency Sponsorship of Relief from Military Duty 
to Accept Employment 


1. PROBLEM. 
The Central Intelligence Agency lacks a general policy 
statement on civilian employment of officers of the armed ' 
forces. The need for such a policy increases daily due ne 
to the accumulation of a number of specific cases of 
officers on extended duty with the Agency, whose return 
to their parent service has been deferred pending decision 
by the Agency as to their status. 


é@e FACTS BEARING ON THE PROBLEM. 


ae Requirements for military personnel in the Agency are 
supported solely by virtue of the need for military 
skills and status. The primary policy agreed to with 
the Department of Defense in regard to assignment of 
military personnel is the requirement that no military | 
personnel be assigned duty which could be performed. by 
a civilian, 


be Certain military personnel, among whom are officers of 
the regular services, have been assigned to the Agency 
for extended periods in excess of normal military duty 
tours, and have acquired training and experience which 
are difficult to replace and which lead the operating 


divisions to seek to retain the services s 
in a civilian capacity. In one case, of 25X1A 
which was forwarded for your review on 6 March 1952, 


the request for Agency sponsorship of this officer's 
resignation was rejected. 


ce In addition, there is the broader problem of contacting 
military officers not on duty with CIA as to empLoy= 
ment possibilities, and the necessity of clarifying the 
statutory limitations placed by P. Le 53 on Federal 
employment of certain categories of retired officers, 


‘ei re 
yylrer ee! 
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3. DISCUSSION. 


1. With respect to military officers assigned to duty in 
CIA, the Agency faces a serious situation whereby efforts 
to retain military personnel, not only beyond normal 
duty tours but even by means of transfer to civilian 
status, could possibly jeopardize relationships with 
the Department of Defense. It does not seem advisable 
to allow this situation to continue. 


2. There have also arisen procedural problems in connection 
with contacting members of the Armed Services not on 
duty with CIA where policy guidance is required by the 
various offices and divisions. 


3 Present Agency regulation on contacting of retired 
officers for employment calls for prior approval of the 
Director in all cases. It is felt that this regulation 
was intended to apply only to those retired officers 
subject to the provisions of P. L. 53, which place a 
statutory limitation on Federal employment of officers 
who have been retired for longevity or reasons other 
than disability. 


l. CONCLUSIONS. 
Policies concerning civilian employment of officers of the 
armed forces should be uniform and consistent, and conform, 
to agreements and understandings with the Department of 
Defense. While the matter is particularly acute with 
respect to officers on duty in CIA, guidance is also needed 
on employment contacts with the entire military establish- 
ment o 


5. ACTION RECOMMENDED. . 
That the attached regulation, which represents an amendment 25X1A 
to CIA Regulation [| Procurement Contacts, and which 
establishes employment policies for Regular, Reserve and 
Retired officers, both on duty in CIA and elsewhere, be 
issued. 


25X1A 


Attachment 
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15 May 1952 


MEMORANDUM FOR: Assistant Deputy Director (Administration) 


FROM : Executive Officer for Deputy Director (Plans) 

SUBJECT : Agency Sponsorship of Relief from Military Duty 
to Accept Employment 

REFERENCES : a. Memorandum from Acting Assistant Director 


(Personnel) to DD/A 30 April 1952, subject 
as above, 


be Memorandum from ADSO to DD/A 13 May 1952, 
subject as above, 


le In accordance with your request, reference a, has been 
reviewed and the following comments are submitted, 


a DD/P concurs in the comments contains? in reference b, 
be In addition it is suggested that paragraph B (4) (a) (1) 


be revised to delete the words "tor aidt appearing in the first 
sentence and that the second sentence be deleted entirely, 


Enclosures (2) CHARLES V. HULICK aed 
ec: ADSO 
ADPC 
CONFIDENTIAL 
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13 May 1952 


MEMORANDUM FOR: Deputy Director for Administration 
VIA : Deputy Director for Plans 


SUBJECT + Memorandum From A/AD (Personnel) to DD/A, 
dtd 30 Apr 52, subject: Agency Sponsorship of 
Relief from Military Duty to Accept Employment 
(ER-2-88),9) 


1. Ido n the suggested revision of regulation 
there is insufficient leeway granted 
abling a han of regular officers to civilianize to 


accept employment with the Agency. It should be recognized that 
the number of such officers will probably never exceed one per 
cent of those with the Agency. It should also be noted that 
those the Agency would sponsor in civilianizing could be demon- 
strated as for the general good of the government. Further, 

do not believe that the Agency's relations with the Department 
of Defense would preclude assisting a very small handful in 
civilianizing. Admittedly, these would be exceptions to the 
general rule, but with regulations so written even they would 

be excluded. 


2. I would suggest that this paragraph be amended by a 
statement to the effect that "where the generalvelfare of the 
government is affected, exceptions to this rule will be made 
upon specific approval by the Director", 25X1A 


Lapeer! 


LYMAN B. KIRKPATRICK 
sistant Director 
Special Operations 
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9 August 1951 
1. PERSONNEL POLICIES 


A. General 


: 

| 

| (1) It 18 the policy of the Central Intelligence Agency to develop and maintain 
an effective and efficient staff of employees and to develop and maintain 

| the most satisfactory relationships between employees and Agency management, 

| The head of each Office and the Personnel Office within their respective 

| areas of responsibility, will take such steps, consistent with law, as are 

necessary to assure that these policies are made effective. This includes 

responsibility on the part of the Personnel Director to assist the Offices 

in developing and carrying out sound and adequate personnel programs. 


(2) Although the Agency is exempt from the provisions of the Classification 
Act of 1949, the Agency shall adhere to the provisions of this Act insofar 
as possible. Basic classification principles and compensation schedules 
will be followed in order to assure that employees receive equality of 
compensation for work performance. 


(3) Employees with veterans' preference and/or with Civil Service status shall 
be accorded all rights and privileges granted them under existing laws and 
regulations, subject to authority granted the Director of Central Intelli- 
gence under the National Security Act of 1947 and such special agreements 
as may conflict with such rights and privileges. 


(4). The most competent persons shall be recruited, selected, and promoted, on the 
basis of merit for positions at all levels. There shall be no discrimination 
regarding personnel because of favoritism, marital status, sex, race, color, 

| religion, or external pressure. 


(5) (a) There is established a Personnel Policy Board which consists of the 
following officials or their designated representatives: 


Deputy Director of Central Intelligence - Chairman 

Deputy Director (Administration) - Member 

Deputy Director (Plans) - Member 

Assistant Director (Personnel) - Member _/ 

Executive Assistant to the Director - Recording Secretary 


(bo) The Personnel Policy Board will review all actions involving promotions, 
demotions, transfers and separations of Division Chiefs, Staff Chiefs 
(Division level), and above. The Board will also review, prior to sub- 
mission to the Director, all requests for employment with the Agency 
of retired commissioned or warrant officers of the armed services as 
authorized by P.L. 53, 82nd Congress. 


25X1A 


| -_ ective: 9 August 
(Administration) Rescind : Page 1 of 25X1 
: | 12 July 1 | 

: . -1- 
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19 June 1951 


MEMORANDUM FOR: Deputy Director for Administration 


SUBJECT : CIA topstatiod | 25X1A 


1. It is recommended that this regulation be changed, 
with particular respect to paragraph 1. De It is suggested that a 
sub-paragraph (3) be added reading somewhat as follows: "Promotions, 
demotions, transfers and separations of all employees of Division or 
Staff Chief level and above will be forwarded to the Personnel 
Policy Board for review prior to submission to the Director. This 
Board shall consist of the Deputy Director of Central Intelligence, 
Deputy Director for Administration, Deputy Director for Plans, or 
their designees, with the Executive Assistant to the Director as 
Recording Secretery. 


ie é. It is further recommended that with respect to 
“ CIA regulation be rescinded, 25X1A 


25X1A 


WILLIAM Ht,“ JACKSON 
Deputy Director of 
Central Intelligence 


Le gag * | Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4 
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(1) CIA officials may not discuss CIA employment possibilities with an ia 
employee of another U.S. Government agency or an omployee of the Congress » except 


under conditions stated bellow: 


25X1 


B. Procurement Contacts 


(a) The other agency employee must present written permission to 
seek omployment olsewhere, sipmed by an official of his agency who is empowered 
to. grant such authorization. Any doubt will be settled by contacting the Person- 
nel Office of the other agency concerned, prior to any discussion of employment 
possibilities, Or ---+ 


(b) The CIA official desiring such discussion may contact directly 
or through the CIA Personnel Director the Personnel Office of the other aconcy 
concerned and obtain permission to explore CIA employment possibilities with an 
employee of that agency. 


(c) Discussions which are properly cleared and authorized will not 
involve actual employment or salary commitments, except on the part of a CIA of= 
ficial who has the delegated authority to make such commitments, In no case will 
a salary commitment be made by any CIA official in excess of the current salary 
of the prospective employee in the agency by which currently employed. 


(2) To avoid any possibility or implication of proselyting on the part 
of CIA, the instructions contained in B (1) above will be literally interpreted 
and strictly adhered to in every case, regardless of the circumstances, 


(3) Authorization will be obtained from the Office lead of the Office 
currently employing a CIA employee prior to discussing with such employee a pros= 
pective position in another CIA Office. 


(4) CIA officials may discuss with prospective applicants, other than as 
indicated in B (1) above, the possibility of employment by CIA, provided that 
such discussions do not involve specific salary levels or commitments for actual 
employment by CIA, unless the official concerned has the delegated authority to 
make commitments, 


IN pYERT OR SEMI-COVERT CAPACITY 
(5) Hach contactfor discussion with any individual which involves his 
possible employment by CIA,and which is not handled by officials of the Personnel 
Director's Office will be immediately reported to the Personnel Director with a 
brief statement of the circumstances, 


NS. 


~ 
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GEMTEIAL TRMEELLTORNGH AGENCY 
Washington, I. Ce 


25X1A 


NOTE 
19 August 1952 


SUBUNC?: Standardization of Agency Administration of Grade GS-16,. 
GS=L7, and GS-18 Positions. 


1. Effective immediately, all actions in connection with Grade 
GS-16, GS-17, and GS-18 positions will be submitted to the Director of 
Central Intelligence for anprovel. 

2, To assist the Director in this matter, a Review Board is es- 
tablished, consisting of the Assistant Director (Personnel), as Chairman, 
the Comroller, and the designated representatives of the beputy Director 
(Intelligence), the Deputy Director (Plans), and the Deputy [rector 
(Administration) . 


3, The Review Board shall insure that adopted requirements and 
standards are met, and review the justification for the establishnent or 
reclassification of any position at suner-grade level, ‘The Board shall 
make ibs recommendations to the Director of Centrsl1 Intelligence. 


lL. ALL actions affecting Grade GS-16, GS-17, and OS-18 positions 
shall be signed by the Deputy Director concerned and forwarded to the 
Personnel Director for appropriate processing and transmitte]. to tie 
Review Board. The Personnel Office shall subject all super-vrades to the 
same procedures as are applied to standard grade positions. The Review 
Board in conjunction with the Personnel office shall review all present 
super-grade positions, and make recommendations for corrective action, 
including downgrading, if appropriate. 


S, Whe Personnel Uffice shall maintain all necessary records, in- 
cluding personnel ceiling records, as may be required by the Kkeview Board. 
; as se oe ’ 25X1A 
6. ‘he provisions of paragraph 2A of CIA Repulatior are + 
modified accordingly, pending a revision of the Remlation. 


FOR THe DIRECTOR OF CENTRAL INTELLIGENCE: 


WALTER REID WOLF 
Deputy Director 
-* (Administration) 
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CENTRAL INTELLIGENCE AGENCY REGULATION 
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3. CHANGES IN PERSONAL STATUS 
A. Personnel Information Card File (See CIA Regulstion No.] 25X1A 


(1) 


(2) 


(3) 


There is established within the Agency a Personnel Information Card File 
containing a Personnel Information Card for each CIA headquarters employee. 
This file will be used to obt: . essential information required to; 


is Facilitate the Agency's emergency planning program. 

b) Prepare the CIA telephone directory. 

(c) Maintain current telephone and address files. 

(ad) Notify appropriate Agency components of personal status changes with 
which they are concerned. 

(e) Provide each Office head, when requested, with machine listed 
personnel rosters. 


The Machine Records Branch, Administrative Service will: sdk 


(a) Establish and maintain a master Personnel Information file and furnish 
each Office head with a Personnel Information Card, Form No. 37-6, 
for each employee under his jurisdiction. 


(b) Upon receipt of a change, prepare a new or corrected card for the 
office concerned, and notify appropriate components of the Agency 
of such change. 


(c) Upon request, furnish each Office head with a roster containing the 
following information for each employee under his jurisdiction: 


Name 
Office designation 
Office telephone 
Home telephone 

. Office address 
Home address 


Ci i i i i iin 


JN iu pol te 
Ne NN Na eae 


Each Office head will: 


(a) Direct the maintenance of an office personnel information file in a 
manner which will provide for a bi-weekly verification thereof, normally 


on pay days. 


(b) Designate appropriate personnel to notify the Machine Records Branch 
whenever an employee; 


Reports for duty 
Changes office address or telephone 

Changes home address or telephone 

Transfers to another component of the Agency 
Separates from the Agency 

Changes marital status 
Changes name 


i nt it at di ait din 
I ON StU poe 


~1- MAY ; a 
CONFIDENTIAL kL 1959 
_ Security Information — 
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(4) Procedures for maintain: : sonnel Information Card File are contained 
25X1A in CIA Regulation No. 


B. Changes in personal status which require action and/or inclusion in official 
personnel files will be reported to the Personnel Office. These changes and 
the forms on which they should be reported are: 


(1) Change of Name - Form No. 37-1 or No. 37-3 in duplicate, 

(2) Marriage-Form No. 38-1 (Sections 1A, 3, 4, 8, 9, 10, 11, and 26) in 
duplicate. 

(3) Change in designation and/or address of person to be notified in case of 
emergency - By memorandum signed by the employee concerned and submitted 
through appropriate office channels. 


C. Hach employee shall promptly notify the appropriate official within his Office 
of any change in his personal status or person to be notified in case of 


emergency. 
OL A 25x11 


Deputy Director Director Effective: 77 hl Sd? 
(Administration) Rescind ; Pagés 1-2 of 
25 September 1951 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE; 


ow 
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D. In Addition to C., above, the following changes will be reported to 
the Personnel Office: 


(1) Change of Name - Form No. 37-1 or No. 37-3 in duplicate. 


(2) Marriage - Form No. 38-1 (Sections 1A, 3,,8,9,10,11, and 26) in 
' duplicate. 


[(3) Change in designation and/or address of person to be notified in se 
case of emergency - by memorandum through appropriate Office 
channels. 

KE. Each employee shall promptly notify the appropriate official within 
his Office of any change in his personal status. 
! 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Effective: 
: Rescind : Page 2 of| | 25X1 
25 September 1951 

=2- 
CONFIDENTIAL (on, ieee 
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D. In Addition to C., above, the followlng changes will be reported to 
the Personnel Offices 


" (1) Ghange of Name - Form No. 37-1 or No. 37-3 in duplicate. 


(2) Marriage ~ Form No. 38-1 (Sections IA, 3,4,8,9,10,11, and 26) in 
duplicate. 


£3) Change in designation and/or address of person to be notified in 
case of emergency ~ by memorandum through appropriate Office 
channels, © 
EK. Each employee shall promptly notify the appropriate officiel within 
his Office of any change in his personal status. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


I do (de—met) concur in the ab 


laf . 25X1A 
KD Poca? 


ee rece a ie 
Wes 
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PEBEQHNES 
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TO t Chief, Organization and Methods Service DATE: 2 January 1952 


FROM 1: Deputy Personnel Director 251A 


SUBJECT: Amendment of CIA tersotion] | ‘ 


1. There is attached a proposed amendment to CIA mecuiatio | 
to provide for reporting of changes in designation or address of 
an employee's emergency addressee (next-of-kin). This recommendation 
was stimulated by the Deputy Assistant Director for Operations 
through his memorandum dated 16 January 1952, a copy of which is 
attached. 


25X1A 


2. The proposed amendment does not establish formal procedures 
for notification of next-of-kin. Such procedures will be drafted 
by this office in the near future; however, it is desired to take 
immediate action to correct the deficiency noted in paragraph 1 of 

25X1A ; memorandum. ' ' 
25X1A 


Attachments: Draft of change 
Copy of DAD/OO imemo 
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Assistant Director, Personnel 
Deputy Assistant Director for Operations 
Personnel Records and Notification of Next-of-Kin 


Ll. ‘Two employees of this Office nave recently asked what procedure they 

should follow in changing the designation (or address) of their nexteof«lcin 

as recorded by the Agency for purposes of notification in case of accident. 

A review of CIA Regulations has disclosed that no routine procedure or form 

has been established for reporting such changes. It seems that Section 26 of 
the Personal History Statement (Form 38=1) is the only official record provided 
to the employee for such designation, and that no instructions have been Lesued 
by the Agency that each employee is responsible for keeping’ this section of the 
Personal History Statement up-to-date. CIA Regulation Para B requires STAT 
reporting of changes of "personal status" without indication of what is inoluded 
.in the term. This regulation also establishes the Personnel Information Card 
(Form 37-6) for various purposes, including emergency planning, but makes no 
provision for changes in address or designation of noxt-of-kin, Other forms 
concerned with "changes in personal status" such as Form 37-1, and 37=3 do not 
provide for it, and the requirement that employees recomplete certain sections 
of Form 38-1 upon their marriage would take care of such cases only. 


2. We assume that the responsibility for official notification: of nexte 
of~kin in case of employee accidents or death rests with your Office, and that 
the necessary records will also be maintained centrally. We shall therefore 
take no action to assemble up-to-date information from Office of Operations 
employees pending further instructions from your Office. It is suggested that 
any procedures established on this subject should contain the provision that 
the Chiefs of overseas field stations are responsible for direct notification 


of next-of~kin and for maintaining the requisite records for foreign national 


and unclassified employees under their command. Tt is believed that procedures 
currently followed with respect to classified U.S. employees at overseas field 


stations are satisfactory. 
| - 
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D. In addition to C. above, the following changes will be 

reported to the Personnel Office: 
t 
i 


(1) Change of name ~ Form No. 37-1 or No. 37-3 in duplicate. 


(2) Marriage - Form No. 38-1 (Sections 1A, 3, 4, 8, 9, 10, 
11, and 26) in duplicate. 


1 

(3) Change in designation or address of emergency addressee 

(next-of-kin) = by memorandum through appropriate 
administrative channels, 


CONFIDENTIAL 
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25 Septenber 1951 


3. CHANGES IN PERSONAL STATUS 


A. 


Personnel Information Card File 


There is established within the Agency a Personnel Information Card File 
containing a Personnel Information Card for each CIA headquarters employee. 
This file will be used to obtain essential information required to; 


1) Facilitate the Agency's emergency planning program. 
2) Prepare the CIA telephone directory. 
3) Maintain current telephone and address files. 
4) Notify appropriate Agency components of personal status changes 
with which they are concerned. 
(5) Provide each Office head, when requested with machine listed personnel 
rosters. 


The Machine Records Branch, Administrative Services Office will; 


(1) Esteblish and maintain a master Personnel Information file and furnish 
each Office head with a Personnel Information Card, Form No. 37-6, for 
each employee under his jurisdiction. 


(2) Upon receipt of a change, prepare a new or corrected card for the Office 
concerned, and notify appropriate components of the Agency of such 
change. 


(3) Upon request, furnish each Office head with a roster containing the 
following information for each employee under his jurisdiction; 


(a) Name 

(b) Office designation 
(c) Office telephone 
(a) Home telephone 
‘(e) Office address 

(£) Home address 


Each Office head will designate appropriate personnel to notify the Machine 
Records Branch on Form No. 37-6, whenever an employee: 


Reports for duty 

Changes Office address or telephone. 

Changes home address or telephone. 

Transfers to another component of the Agency. 
Separates from the Agency. 

Changes marital]. status. 

Changes name. 


In addition to C., above, the following changes will be reported to the 
Personnel Office: 


gin aaa aa 
NOW FWD 
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(1) Change of Name - Form No. 37-1 or No. 37-3 in duplicate. 


(2) Marriage - Form No. 38-1 (Sections IA, 3, 4, 8, 9, 10, 11, and 26) in 
duplicate. 


E. Each employee shall promptly notify the appropriate official within his Office 
of any change in his personal status. 


25X1A 


Effective; 25 % 19ST 


y 
(Administrayion) Rescind : Page 1 of 25X1 
L April 1951 
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28 August 1951 


MEMORANDUM FOR: Deputy Director (Administration) . 


SUBJECT: Establishment of Personnel Information Card File 


1. There is submitted herewith proposed revision of CIA Regula- 
tion No. in Personal Status, together with suggested 
CIA Noti The purpose of the revised Regulation is to 
establish a Personnel Information File aud the Notice outlines the 
procedures for maintaining the file on a current basis. 


2. The attached are revisions of drafts submitted for con- 
currence on 17 August 1951 and include minor changes requested by 
various operating Offices to clarify the meaning. 


3. Comments from operating Offices which have not been included 
in the revisions are as follows: 


& The Director of Training suggests a revision in paragraph 
3 of the Notice to provide for a verification of the file "by the 
individual office each payday ~ bi-weekly or monthly depending 
on the pay period." 


b. The Deputy Assistant Director for Operations suggests: 
"Unless a firm decision has been made, it is suggested that the 
frequency of verification required (bi-weekly according to para- 
graph 3 of the procedure paper) be reconsidered. It is suggested 
that checking for accuracy at longer intervals, perhaps every 
four weeks (or every other pay period) may be deemed adequate." 


All other Offices have concurred in the present wording which calls for 
a "bi-weekly verification thereof, normally on payday." 


4. Comments and concurrences from the following Offices are 
attached: 


a. Concurrence without comment 


OcI T&S 
OsI General Counsel 
ONE Auditor 
ORR Comptroller 
Procurement Medical 
Personnel me | 
Ld 1 ae 
CONFIDENTIAL 
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b. Concurrence with comment: 


OPC Administrative Services 
0SO Training 
00 ocD 


5- No comments were received from the Director of Communica- 
tions and concurrence by that Office is, therefore, assumed. 


25X1A 


Acting Advisor for Management 


Attachments: 
25X1A CIA Reg. 

CIA Notic 

Concurrences 


\ 
{ 
y 
i 
i 
i 
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MEMORANDUM FOR: Deputy Director (Administration) ae 
SUBJECT : Change jin Personnel Status oy 


1. This paper has full concurrence and includes Gerieral“~""*" 
Davison's. 7 
2. Coordinated and concurred in paper required that Form 

No. 37-1 and Form Nos 37-3 be furnished in quintuplicate, which 
has been reduced to duplicate, and re-concurrence is not neces— 
sarye This paper sets forth a routine day by day procedure 
whereby all changes of status of Agency personnel will be report- 
ed at least every pay-day. This procedure will simplify all status 
changes reports by funneling them to one place where they will be 
tabulated by machine methods, and changes printed by IBM machine 
and furnished to all interested Agency segments. 


3. This procedure considerably simplifies existing proce- 
dures, but more important, provides the first real guarantee that 
individuals who have change of status wilJ. report it, and the 
Agency segments who have the need of this information will get it 
promptly. The following activities will benefit principally by 
this procedure: 


Inspection and Security 

Personnel 

Finance 

Emergency Planning 

Administrative Services (for telephone and address 
changes ) 


Secondary benefit: All offices. 


25X1A 


a Wwf 
PS = Glad you questioned the quintupl e3 apparently missed 
all around. No justification at/aZl for five copies. 


! : | SEP 24 1988 
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5. The Machine Records Branch, upon the receipt of Personnel Information 
Cari will, when appropriate, process new cards, forward them to appropriate Offices, 
and notify all. components of the Agency of changes with which they are concerned, 


CONCURRENCES : 
25X1A 
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5. The Machine Records Branch, upon the receipt of Personnel. Information 


Card will, when appropriate, process new cards, forward them to appropriate Offices, 


and notify all componente of the Agency of changes with which they are concerned, 


CONCURRENCES 
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2» ‘The Machine Records Branch, upon the receipt of Personnel Information 


Card will, when appropriate, proceas new cards, forward tham to appropriate Offices, 


and notify all componente of the Agency of changes with which they are concerned. 


hay. freer, O/NF aidoy 
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9, ‘the Machine Records Branch, upon the receipt of Personnel Infomation, 


Cant will, when sppropriate, process new cards, forward them to appropriate Offiuce, 


wml motity ald componente of the Agency of changes with which they mre eancerned, 
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TO : Advisor for Management DATE: 2h August 1951 
FROM 1 Director of Training 


SUBJECT: Review of Attached Drafts 


1. Forwarded for consideration. 


2. The rewording suggested by paragraph 3 a of AD/TRC 
memo of 2); August is concurred in, 


3, It is suggested that the below sentence be inserted ILLEGIB 
between the present first and second sentences of page l, 
STAT paragraph 3 A (Draft No.f 


"This Personnel Information Card File is in 
addition to the Personnel Status Files now 
maintained by Machine Records Branch, Admini- 
strative Services Office," 


STAT 


7__MATTHEW BAIRD 


U . De Rie gene BPP ! 
PATTER AY 
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VEMORAND II FOR: DIRECTOR OF TRAINING 


Pai 


SUBINCT: Review of Attached Drafts 
REFERENCE: a, CIA Regvlatio Dreft, 15 August 1951 25X1 
bh. CIA Notice aft, 15 August 1951 


Ags © 
1. keference a, above, the establishment of this file wes | Micon cad 
discussed at a meeting of Admwinistretive Officers about one year 6" V 
ago. The intent at that time was that the file would serve oa 
primarily as a locator and perscnel infermetion file end not i ILLEGIB 
an official "personnel status" file (see paragraph 3). 


ee I believe it is importent to make the distinction in 
the regulation itself that this is merely a locetor file beceus 
official personnel information is muintsined by the Mechine 
Records Branch in a separate file. Information for the officia 
file is furnished exclusively by the Personnel Divisions and m+ 
often vary from the unofficial informetion placed on this Persomel 
Information Card File by the various operating offices, e.g., 
official T/O assignment, exact dates of transfers and terminations. 


3. Reference b. above, conew that the individual office must 
he responsible for keeping the informstion in the file up to date. <) 


| Suggested revisions and comments: 
: : f 
Ag 
& Paragraph 3, sentence 2: Reword "in a manner which ‘ 
will provide for a verification by the individual office 
eech pay day --bi-weekly or monthly depending on the pay 
period," tomo} 
be 
e pO ee NU Anas ; 
b, Paragraph ly (b) (3): ‘Individual office may not know (8 e* 


the effective dates of resignations since the exact date is -y- 


usually set by Personnel Division. 


25X1 


Administrative Officers AD/TRC i 


ei pe 


Offic 


ce Memorandung .«, UNITED SLATES GOVERNMENT 


TO 3 
FROM : 


SUBJECT: 


Advisor for Management DATE: 23 August 1952 


Acting Chief, Administrative Services 
Comments on Regulation Number| Jana Notice Noo | 25X11 


ILLEGIB 


1, The following comments are submitted on the above-~ 
mentioned regulation and procedure: 


(a) On page 2, Item C, of the regulation, it 
is suggested that the responsibility for reporting 
additions and changes to the Machine Hecords ranch 
be limited to one person in an office. The word 
"office" is sometimes confusing and results in many 
persons assuming responsibilities waich were not 
intended, The Administrative Officer of each office 
may be the proper person to report changes to siachine 
Records Branch, 


STAT ILLEGIB 
(0) Under paragraph 3-C of Regulation] ht is 
suggested that the following be added; 


(7) Changes office address or telephone, 


(c) Under paragraph 3-% it is suggested this 
sentence be changed to the following: 


"Hach euployee shall notify the appro... 
priate official within his office, daily if © . 
necessary, of any change in his personal 
status as indicated in C and D above," 


(d) The Administrative Officer or other person 
designated to be responsible for personnel records 
should indicate on each "new" card whether the 
employee's name is to be included in the telephone 
directory or not, 95 


(e) On page 1 of Notice Number eet reference 
is made in paragraph 1 that the Mach ecords 


Branch will distribute cards to office heads for 
all employees under their jurisdiction, We believe 
that the original distribution should be made by 
your office, who would explain in person the propose 
procedures. 


CONFIDENTIAL Meena 


| ; ral 9!) Leb? . . . Do ue : - 
SECRET 


25X1A 


25X1A 


~ 
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Advisor for Management 23 August 1951 ILLEGIB 


(f) On pave 2 of Notice Number [|] thera does not 
seem to be any provision made for the office to have a 
record during the interim whon new or corrected cards . 
have been sent to the Machine Records Branch for 
processing. 


é. This office concurs with the regulation and the procedure 
attached with the exception of those comments indicated in one 
above, 


25X1A 


ILLEGIB 
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TO : 
FROM’ ; 
25X1A _— sunyect: 


25X1A 


STATSPEC 


CHLOVAN AU + UNITED STATES GOVERNMENT 


Advisor for Management pate: 20 AUG 195} 
Deputy Assistunt Uirector for Operations 


GiA Regulation [|- Proposed draft dated 15 August 1951, with 
abbached dratt of proposed CIA Notice, subject: Procedure for 
Ustavlishment and hiainbenance of Personnel Information File 


lL, As requested by Nenarement (Mrs. [ in conversation ILLEGIB 
of 17 jugust 1951, subject draft regulation and its attached draft 
procedure peper have been reviewed by this Offices We concur with 
both payers but submit the suggestions noted below. 


2. As written, neither paper defines the ar 


Suggested that the subject papers so state, 


3e It is understood that, under paregraph l(c) of the procedur 
paper, "through proper Office channels" may be interpreted to mean 
direct from 00 divisions to the Machine Records Branch, be 

le Unless a firm decision hes already been made, it is suggested 
that the frequency of verification required (bi-weekly according to i 
paragreph 3 of the procedure paper) be reconsidered. It is Suggested 
that checking for accuracy at longer intervals » perhaps every four 
weeks (or every other pay period) may be deemed adequate. 


25X1A 


CONE A TAL 


AUG 2 3 Noi 
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nd August 1951 


MEMOPANDUM FOR: Advisor for Menugement 


PROM: Assistent Director, Cé&:D 
SURIFCT: Drafts of CLA Repulation j-- 
Notice No. | oe 


BX 1A Le This Office concurs in the drafts of the sroposed CIA 
Regulation No.L__Jand the Notice explainins the procedure but 
suggests the following changes bafore publication: 


25X1A Remation[ J~ Ada to changes listed: "(7) . . nh 
Chanves office eddress or telephone". This item de 
is included in paragraph B, but omitted in para~ 
graph C. 
25X1A r 


tn ee | - Use « term such as "Not Applicablet apne 


instead of "Incorrect Cards" to aveic confusion «with a 
the group of cards requiring corrections. 
25X1A 
| J‘ = oe og TR ; i 
| CONFIDENTIAL AUG 23 inv 
! ie 
/ 
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Je The Machine Records Branch, upon the receipt of Personnel Tnformation 
Card will, when appropriate, process new cards » forward them to appropriate Offices, 


and notify all components of the Agency of changes with which they are concerned, 


CONCURRENCES : 


fre 4. Che) B) camel 
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SOUR INFORMATION 


18 Ostober 1951 


MEMORANDUM TO: Deputy Director (Administration) 


SUBJECT: Revision of CIA Regulation 

CIA Regulation 

251A CIA Regulation 

CIA Regulation 
| of CIA. 


1. ‘The attached Regulations have been rewritten to delete 

reference to the Personnel Policy Board and to transfer authorities 

formerly vested in that Board and some of the authorities formerly 
vested in the Personnel Director to the Assistant Director (Personnel). 

25X1A The revision of Regulation No[__Jincludes the new procedures for 
initiating personnel action requests. 


| 2. The above changes were requested by the Assistant Director 
(Personnel) and he has concurred in the changes made. 


25X1A 

3. CIA Notice ore 20 August 1951 has been included as 
| O5X1A paragraph B (1)(f) of C ation No.[ | This Notice established 
the effective EOD date for new overseas appointees. 


25X1A 


‘ 
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Office” Memon andi °° UNITED STATES GOVERNMENT 


TO : Assistant Director (Personnel) DATE: 11 October 1951 


FROM : Advisor for Management 


B : Revision of CI SULA. 
SUBJECT: Revision of CIA Reguetionf 25X1A 


1. Pursuant to your memorandum of 3 October 1951, there are attached 
hereto for your comment and approval revisions of CIA Regulations a 25X1A 
and [~___]which have been rewritten to delete reference to the Personne: 
Policy Board and to transfer authorities formerly vested in said Board and 
the Personnel Director to the Assistant Director (Personnel). The revision 
of Regulation No. [__]a180 includes the new procedures for initiating personnel 


action requests. 


2. Revisions of CIA Regulation Nos| sd are also attached. 


These have also been rewritten to delete reference to the Personnel Policy 
Board and to transfer the functions formerly vested in said Board and the 
Personnel Director to the Assistant Director (Personnel). 


3. References to the Personnel Director are also contained in CIA 
Regulation Nos. It will be comparatively 
simple for this Office to correct these references to read "Assistant 
Director (Personnel)," but the reproduction process will require more time. 
It is therefore suggested that you review these Regulations and advise this 
Office whether there are any other changes which should be madc. 


25X1A 


Attchs. 
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CENTRAL INTELLIGENCE AGUNCY REGULATION 


CONFIDENTIAL 
25X1 


lL. PERSONNEL POLICIES 


A. General 


(1) 


(3) 


It is the policy of the Central Intelligence Agency to develop and maintain 
an effective and efficient staff of employees and to develop and maintain 
the most satisfactory relationships between employees and Agency managenent. 
The head of each Office and the Personnel Office within their respective 
areas of responsibility, will take such steps, consistent with law, as are 
necessary to assure that these policies are made effective. ‘This includes 
responsibility on the part of the /Assistant Director (Personnel )/ to assist 
the Offices in developing and carrying out sound and adequate personnel. 
programs. 


Although the Agency is exempt from the provisions of the Classification Act 
of 1949, the Agency shall adhere to the provisions of this Act insofar as 
possible. Basic classification principles and compensation schedules will 
be followed in order to assure that employees receive equality of compen- 
sation for work performance. 


Iimployees with veterans' preference and/or with Civil Service status shall 
be accorded all rights and privileges granted them under existing laws and 
regulations, subject to authority granted the Director of Central Intelli- 
gence under the National Security Act of 1947 and such special agreements 
as may conflict with such rights and privileges. 


The most competent persons shall be recruited, selected, and promoted, on 
the basis of merit for positions at all levels. There shall be no dis- 
crimination regarding personnel because of favoritism, marital status, 
sex, race, color, religion, or external pressure. 


Lad 


B. Procurement Contacts 


(1) 


CIA officials may not discuss employment possibilities with an employee 
of another U. S. Government Agency or an employee of the Congress, unless: 


(a) The applicant presents a written st.tement, signed by an authorized 
official of his Agency, granting the employee permission to seek 
employment elsewhere. Any doubt as to the authenticity of the state- 
ment shall be referred to the Personnel Office of the agency concerned 
for clarification. 


(bo) <An Office head or his authorized representative has obtained, either 
directly or through the CIA Personnel Office, permission from the 
Personnel Office of the other agency to discuss employment possibilities 
with an employee of that agency. 


eis 


CONFIDENTIAL 
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CENTRAL INTELLIGENCE AGENCY REGULATION 


Cc. 


(2) 


(3) 


(4) 


(5) 


(6) 


CONFIDENTIAL 
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(c) Actual employment or salary commitments are not made, except on the 
part of a CIA official who has been delegated authority to make such 
commitments. In no case will a salary commitment be made by any CIA 
official in excess of the current salary of the prospective employee 
in the agency by which currently employed. 


To avoid any possibility or implication of proselyting on the part of CIA, 
the instructions contained in B (1), above, will be literally interpreted 
and strictly adhered to in every case, regardless of the circumstances. 


Authorization will be obtained from the Office head of the Office currently 
employing a CIA employee prior to discussing with such employee a prospective 
position in another CIA Office. 


CIA officials may not contact retired commissioned or warrant officers of 

the armed services, or those contemplating retirement, for the purpose of 
discussing employment possibilities with the Agency without prior approval 
of the Director. [Requests for consideration of such persons for employment 
will be transmitted to the Assistant Director (Personnel), who is responsible 
for maintaining adequate controls of employees in this category and will 
submit such requests to the Dusctow. 7 


CIA officials may discuss with prospective applicants, other than as in- 
dicated in B (1) and (4), above, the possibility of employment by CIA, 
provided that such discussions do not involve specific salary levels or 
commitments for actual employment by CIA, unless the official concerned 
has the delegated authority to make commitments. 


Each contact or discussion with any individual which involves his possible 
employment by CIA and which is not handled by officlals of the Personnel 
Office will be immediately reported to the /Assistant Director (Personnel)/ 
with a brief statement of the circumstances. 


Appointment 


(1) 


(2) 


(3) 


(4) 


Positions shall be filled by direct recruitment rather than by certification 
from the Civil Service Commission. 


An individual without prior U. S. Government service shall be carried ina 
trial period status for the first full year of his employment. Service in 
the personnel pool for provisionally cleared personnel shall not be credited 
toward the trial period. 


An individual. with prior U. S. Government service who has served under war 
service or excepted appointment shall be required to serve the first six 
months in a trial period status. 


During the trial period, the employee shall receive special attention and 
instruction to acquaint him with his duties and to develop his ability to 
perform his work in the most satisfactory manner. 


aD 


CONFIDENTIAL 


CENTRAL INTELLIGENCE AGENCY REGULATION 


H. 
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(5) An individual with Clvil Service status shall be appointed by transfer 
or reinstatement without time limitation or trial period. 


(6) All appointments and assignments are subject to the prior security approval 
of the Inspection and Security Office. 


Promotion 


(1) Promotions shall be governed by the needs of the Agency and by the perform- 
ance of the individual. 


(2) Every effort shall be made to f1ll newly created or vacant positions by 
promotion from within the Agency before external recruitment is undertaken. 
Each Office shall assist in devising and making known to its employees 
practical programs for assignments and promotions in order to take full 
advantage of their accomplishments and capabilities. These plans will be 
coordinated with the career management program of the Training Office. 


Obtaining Civil Service Status 


Under certain conditions it 1s possible for an employee to obtain permanent 
Civil Service status while serving with this Agency. Hach case is hanaled 
on an individual basis. 


Employee Organizations 


An employee shall have the right to join, or refrain from joining,lawful employee 
organizations, except when an employee's membership in such an organization would 
conflict with the interests and requirements of his duties in the Agency. 


Employee Loyalty 


Employees shall be protected from unfounded accusations of disloyalty through 
an established Loyalty Review Board. 


Separation 


(1) If after the trial period the level of performance of an appointee is 
deemed inadequate, he shall be reassigned to a position of lower grade 
or separated from the Agency. Continued employment after the trial pericd 
is conditioned upon continued satisfactory performance. 


(2) The Director of Central Intelligence may summarily terminate the employment 
of any officer or employee of the Agency whenever he shall deem such action 


necessary or advisable in the interests of the United States under the pro- 
visions of the National Security Act of 1947. 


Sor 
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CENTRAL INTELLIGENCE AGENCY REGULATION 


I. Inquiries Regarding Personnel or Personnel Matters 


(1) All inquiries regarding personnel or personnel matters, either written or 
verbal, from the White House, members of Congress, or committees of national 
political parties received by an employee or Office of this Agency shall be 
referred to the General Counsel for action and reply. 


(2) Action on all other inquiries regarding personnel or personnel matters 
will be taken by the Personnel Director. 


J. Qutside Employment 


Employees must obtain Agency approval before accepting outside positions in 
addition to their respansibilities with the Agency. 


25X1 
puty Director ective: 25X11 
(Administration) Rescind ; ALL previous 
editions of 
alts 
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8 Uctober 195), 


TMORANDUS FOR: Advisor for manaryenent 


FROM: Special Assistant aD/P 
SUBJECT: Requested Chanres in CIA Regulations 


25X1A 


Ll. Comirming telephone conversation this juorniny 

25X1A with [od] dt ds sucgested that the attached 
proposed changes in the above regulations be handled in 
two bites rather thau one. Wliiination of the Personnel 
Policy board as covered in leAe (5) of the present =i] 25X1A 
and the subinission ol new procedures for initiating, 
authoriginay and avproving vequests for personnel aelion 
as covered in the proposed changes in paragraph 2. A. of 

25X1A Regulation [__] are all clear and should vo ahead as 

rapidly as possibile. 


2 ‘the recommended changes in oaracraoh 1. B. of 
25X1A [_|covering Procureient Contacts need to be cleared 
personally by rir. wolf with Ueneral Surithe 
3. Clarification on the srocedures on initiating 
persounel requests is badly needed and for this reason 
it is suggested that we “o ahead with this change and 
not hold it vending iir. Wolf's return to discuss the 
second change with General Siith. 


lh. We are susgesting the chenge in wording indica- 
ted in pencil in varagraph 2. A. of and that ig¢ 25X1A 
parenthesis around the second sentence in pavagraph D, 


(2) of []be deleted. 25X1A 


25X1A 


OMCIREN TOM 
Lae ttm ha Yt 
COMER AY 
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REVISION OF POLICY GOVERNING THE APPOINTMENT OF 
PERSONS EMPLOYED BY THE FEDERAL GOVERNMENT 


1. Under CIA Regulation (Paragraph B, "Procurement Contacts"), 
employment possibilities may be discussed with a person who is already 
employed by the Federal Government only upon presentation of a written state- 
ment from his agency authorizing him to seek other employment, or if otherwise 
authorized by the personnel office of such agency. In addition, transfers of 
personnel from other Federal establishments which involve promotions are 
explicitly prohibited. With the exception mentioned in the next paragraph, it 
is proposed that these limitations upon present hiring of Federal emplovees 
should be speedily removed. This recommendation is based upon the following 
observations: 


ae Generally, Federal agencies have eliminated the requirement 
that release statements from other agencies be obtained as 
a prerequisite to the appointment of Federal employees; it 
is vrobable that the present policies of the CIA are unique 
in this respect; further, the fact that CIA accords this 
courtesy to other agencies has not resulted in reciprocal 
consideration. A substantial number of CIA employees transfer 
to other agencies and only in the rarest instances do these 
agencles request permission from this agency to effect such 
transferso 


be The present release requirement discourages many persons from 
applying for CIA employment. Understandably, many prospective 
applicants have no desire to incur the displeasure of their 
Jupervisors, particularly when appointment processing in this 
agency generally entails several months' time. The fact that 
it is known that an employee has applied for employment outside 
his agency often eliminates the individual from consideration 
for new assignments, advancements, or other benefits, and some- 
times results in unpleasant relationships between the employee 
and his superiorse 


ce The restriction against promotion at the time of transfer has 
established an especially difficult obstacle to recruitment since 
the motivation of immediate financial advancement must be elimi- 
nated in discussing the advantages of Agency employment in relation 
to the applicant's present situation. 


de These restrictive provisions of the Agency personnel policy have 
the effect of nullifying the present Federal policy of encouraging 
the movement of employees from non-defense agencies. The Federal 
reemployment rights program, administered by the Civil Service 
Commission, provides a regular procedure whereby defense agencies 
are authorized on their own initiative to effect appointments of 
Federal employees working in non-defense agencies. To accelerate 
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this shift of personnel to defense agencies, employees of non-~ 
defense agencies are granted reemployment rights to their former 
agency, to be effective upon curtailment of employment in defense- 
type agencies. In accordance with this procedure a defense agency 
desiring to appoint an employee of a non-defense agency will send 

an official notice to that effect directly to the non-defense 

agency. It is presumed, in these cases, that utilization of employees’ 
skills in defense agencies serves the national interest better than 
their retention in non-defense work. In several cases the CIA 
requirement that permission be obtained to discuss employment in this 
agency has placed the employee at a disadvantage under the Federal. 
reemployment rights programe The pattern which can be traced in 
these cases begins with the employee's request for a release state- 
ment which gives the non-defense agency the means for learning of his 
interest in CIA employment. Then, before security clearance is 
granted for the individual's employment in CIA, he is placed on 
reduction in force rolls by his agency. This maneuver deprives the 
applicant of the opportunity to obtain reemployment rights since the 
program does not extend to persons who have obtained notification of 
involuntary termination prior to official notification from the 
defense agency of intent to take appointment action. 


ee The release requirement does not appear to be entirely consistent 
with the Agency's security program. For example, the employee must 
frequently negotiate through various layers in his agency hierarchy . 
in order to obtain a statement of permission to discuss employment 
possibilities with CIA. His interest, therefore, becomes a matter 
of general knowledge. Subsequently, the security representative 
investigating his employment in that agency will pose as the investi-~ 
gator of another organization in order to de-emphasize the interest 
of CIA in the individual. These two processes would seem to be 
somewhat inconsistent. 


2- The need for CIA to maintain the highest level cooperative relation~ 
ships with certain agencies would seem to dictate an exception to the general 
recruitment procedures. Therefore, applicants for CIA employment who are 
already working in Federal activities engaged in intelligence, security, or 
law enforcement functions should be required to present statements from their 
agencies authorizing these persons to seek employment here. 
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INITIATION OF PERSONNEL ACTIONS 


25X1A 


It is recommended that CIA Regulation {Joe amended to provide 
for designating the location of authority for approving personnel actions, in 
harmony with the following proposal: 


1. Deputy Directors and Office heads are responsible for the initiation 
of personnel actions on authorized positions under their jurisdiction, 
and for the routing of such actions to the Personnel Office after 
appropriate authentication of the recommendation, as provided below. 


ae Personnel actions involving grade GS-18 and the three 
special grades authorized by Public Law 110, as amended, 
will be signed by the Deputy Director under whose juris- 
diction the position is located, and referred to the 
Director Hr approval. 


be Personnel actions in grades GS-16 and 17 will be signed 
by the Office head and Deputy Director in whose juris- 
diction the position is located. 


co Personne] actions in grades GS-15 and below will be 
signed by the Office head concerned. Office heads may 
designate individuals within their organizations to sign 
and forward personnel actions involving grades through 
GS-15. The names of individuals so designated and any 
changes in designations will be furnished in writing to 
the Personnel Office. 


2. The Personnel Director is authorized to act on recommended 
personnel actions involving grades through GS-17. The Chief, 
Covert Personnel Division and the Chief, Overt Personnel 
Division are authorized to act on recommended personnel actiuns 
involving grades through GS-15, 


cee 
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CONFIDENTIAL 


CuNTssL INTELLIGENCE AGENCY 
Washington, De. Ce 


ADMINISTRATIVE INSTRUCTION 30 January 1950 
NO. | | 


SUBJECT: Employment of Consultants. 


l. Effeotive this date, 11 consultants, whether to be employed ILLEGIB 
on a WAE or WOC basis, will be prooessed for appointment and the 
necessary seourity clearance in the same manner as reguler full time 
employeoa. 


2. <A completed appointment form will be submitted to the proper 
Personnel Division in each oase of desired employment,/information as 
to the length of time the services of the individual will be used, 
whether on @ one=time or intermittent basia (i.e. one day per week, 
two weeks per month, oto,), whether in CIA buildings or at other work 
locations, and any other pertinent factors at varianoe with the normal 
utilization of a regular full timo employee. 


3. When first reporting for duty under an approved contract, the 
individual will be routed to the appropriate Personnel Division for the 
completion of the employment action. 


. Appropriate supervision must be exercised over the use of con= 
sultants to insure that their services are being utilized in accordance 
with Agency regulations, Time and Attendance Cards submitted for pay« 
ment for services must refleot actual hours worked, and include a 
certification by the supervising division or branch chief. 

5. In accordanee with existing laws, the following certification 
will be attached to his Time and Attendance Records by the consultant: 


"I certify that on the days covered by this report, during 
which I was employed by CIA, I performed no duties for any other 
Government Ageney for which compensation has been or will be 
olaimed." 


6 All outstanding consultant appointments will be reviewed by 
the Personnel Divisions as of 40 June and 31 December each year. 
Recommendation for renewal or cancellation will be requested of the 
appropriate Assistant Director or Staff Chief. 


7e Upon determination that a consultant's services are no longer 
required, the Assistant Direotor or Staff Chief eoncerned will notify 
the Personnel Division on the proper terminstion form. The Personnel 
Division will arrange for final olearance. Any outstanding indebtedness 
to the Agency will be referred to the appropriate office for settlement 
prior to proceasing of the termination aetion,. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


{ 
b iio ee ea $4 eae 2 i od - ty. TPA 
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TO 
FROM 


SUBJECT: 


Officesebemonconetsswy  GA-RPRA PREP OI P HOCH VER NMENT 


Personnel Director DATE: 29 December 1919 


Budget Officer 


Proposed Administrative Instruction Regarding Employment of 
Consultants and Experts 


1. There is attached a redraft of the proposed Administrative 
Instruction pertaining to the "employment of consultants! which has 
been prepared by this office to meet certain budgetary and fiscal 
requirements. It does not appeur that the changes sugested will 
have any material effect from either a security or legal viewpoint. 


2. It is desired that the attached schedule which shows 
information pertaining to the work performed by the consultants and 
experts be returned to this office at the time the proposed In- 
struction is issued since we desire to follow through on certain 
aspects of the problem with the Fiscal Division. 


3. Copies of our redraft have been furnished the Security 
Branch, I&$, and the General Counsel. 


25X1 


EK. R. SAUNDERS 


Attachment 


CONFIDENTIAL 
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pattie ie 


Acting Chief, Finance Division 10 November 1949 
Thru +: Acting Chief, Special Support Staff 
Acting Chief, Employees Division 


Consultants 


1.[__] was concerned about the problem of 
consultants of this Agency being simultaneously employed b 
another Agency. I have discussed the matter with 
and he has agreed that a certification placed on the time and 
attendance record and signed by the consultant would suffice 
for payment. It is suggested that the following certification 
be used: 


25X1 


"I certify that on the days covered 
by this report, during which I was employed by 
CIA, I performed no duties for any other Gov- 
ernment Agency for which compensation has been 
or will be received," 


By 


2. If you are in accord with this method of control, 
I suggest that you advise both OSO and OPC of the new procedure. 


a) ie 
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25 Septenber LYyo1 


MEMORANDUM TO: Deputy Director (Aduwinistration) 


BUBIECL; Proposed Revision of CYA Resulatlon No. [| 25X1 


L. Ag suggested in the attached memorandum from the Lemwislative 
Counsel dated 21 September, there is submitted herewith proposed revision 
of CIA Regulation No, 


2. The only change is in paragraph B which hes been amended to expand 
the membership of the Loyalty Board to include the three Deputy Directors 
end all Assistant Directors of the agency. At present only the Deputy Director 
(Administration) and the Deputy Director (Plans) are members. 


3. Please note the reconmendatlon contalned in paragraph 4 of the 
Legislative Counsel’s memorandum which suggests that the Legal Advisor also 
serve as kecorder of the Board and that the Executive Secretary be deleted 
from the Loyalty Board procedure. If this recommendation 1s approved, the 
change may be indicated on the atteched revision ffs 25X11 
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21 september 1951 


Memorandum for: Deputy Director (Administration) 


Through: Advisor for Management 
From: Legislative Counsel 
Subject: Proposed Revision of CIA Regulation No | 25X1 


1, At recent meetings of the CIA Loyalty Board, it was the consen- 
sus of the members that the Board should be expanded from its present 
membership of the three Deputy Directors to include ali the Assistant 
Directors of the Agency. 


2. It was felt that as each case aruse, the Chairman of the Central 
Intelligence Agency Loyalty Board (the Deputy Direcior of Central Intelli- 
gence) would designate a threc-man pancl ot the Board to sit on the 
specific case. Jt was also informally agreed that where a given case was 
particularly complex or involved senior officials of the Agency, the three 
Deputies would sil as the panel. 


3, In view of the above, it is recommended that CIA Regulation No. 
dated 27 June 1951, subject: Loyalty Board and Loyalty Adjudica- 
tion Procedure, should be amended by changing paragraph B&B thereof to 
read as follows: 


"A Loyalty Board is established for the Central Intelligence Agency 
to adjudicate all loyalty cases arising in the Agency. It shall be 


composed of the tollowing officials: 


Deputy Director of Central intelligence 


- Chairman 
All Deputy Directors and All Assistant - Members 
Directors 
Executive Assistant to ine Director - Recording S.cretary - 
without vote 
General Counsel or his designated - Advisor - without 
representative vuole 
Assistant Deputy (Inspection and - Advisor - without 
Security) or his designated re- vote 
presentative 
. Est hie 
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The Chairman of the CIA Loyalty Board shall de signate a panel 
of at least three members of the Board to sit in each case, No 
individual shall sit as a member of the Loyalty Board convened 
to consider a case of an employee assigned to his office. "' 


4. flee ed the Recorder of the Board, joins the legal advisor 
in recommending that the legal advisor also serve as Recorder of the Board 
in view of the fact that all records are made and kept in the General Counsel's 


Office. It is therefore recommended that the Executive Secretary be deleted 
from the Loyalty Board procedure. 


Walter L. Pforzheimer 
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TO : Advisor for Management DATE: 22 June 1951 


FROM : Assistant General Counsel 


25X1 
SUBJECT: Revision of CIA Regulation No. 


le The following revisions to CIA Regulation no] fare 25X1 


suggested: 


a Paragraph LOA, second line, after "Executive Order 
9835," insert the following: 


"as amended by Executive Order 102l)1," 


be Paragraph 10E. It is suggested this paragraph be re~ 
written as follows: 

"The standard for the refusal of employment or the re- 
moval from employment in the Agency on grounds relat= 
ing to loyalty under Executive Order 9835, as amended, 
shall be that, on all the evidence, there is reason= 
able doubt as to the loyalty of the person involved 
to the Government of the United States. The decision 
shall be reached after consideration of the complete 
file, arguments, briefs and testimony presented." 
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18 September 1952 


MEMORANDUM FOR: Acting Deputy Director (Administration) 


SUBJECT: Proposed Revision of CIA kegulation ot ere 
Review Board and Procedures and[ | Loyalty Board and 
Loyalty Adjudication Procedures 


1. In accordance with your instructions, subject Regulations have been 
revised to reflect changes in the composition of the Employment Review Board 
and the Loyalty Review Board, and are attached for approval and signature. 


2. The change in the mployment Review Board is reflected in paragraph 
C of CIA Regulation No, nd the change in alty Review Board is 
reflected in paragraph B of CIA Regulation no.[ | Except for format, 
these two paragraphs agree with the statements which have been approved by the 
Deputy Director. 


3. Please note that only one page of CIA Regulation vo.| _s attached, 
The entire Regulation will have to be reprinted and pages renumbered in order 
to place paragraph B in proper sequence, but since there are no changes in 
language in subsequent paragraphs, this can be done by splicing the negatives, 
thus avoiding the possibility of typographical errors. 


4. CIA Regulation No.[_ has been retyped to reflect the following 
changes in addition to the change reflected in paragraph C: 


a. The title "Personnel Director" which appears throughout the 
previous edition has been changed to read “Assistant Director (Perscnnel)". 
These changes were made with the concurrence of the Assistant Director 
(Personne].) and we hold his written approval. 


b. The third sentence in paragraph G has been changed from "Any 
member including the Legal and Special Advisor may append an individual 
signed comment" to “Any memser or Advisors may append an individually 
signed comment. ‘This change has the oral concurrence of the General 
Counsel's Office. 


>. Upon recommendation of the General Counsel's Office, both Regulations 
have been prepared for the Director's signature. Their feeling is that in the 
event a case should be taken to court, the order establishing either Board might 
be challenged if it were not signed by the head of the Agency. 


Acting Chief, 0 & M Service 


CIA Reg No. Ve . : hey . 
CIA Reg No. Pay aes 
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9. EMPLOYMENT REVIEW BOARD AND PROCEDURES | 


A. Sub-paragraph (c) of Section 102, National Security Act of 1947 (Public Law 
253 - 80th Congress), 18 quoted below: 


"Notwithstanding the provisions of Section 6 of the Act of August 24, 1912 

(37 Stat. 555), or the provisions of any other law, the Director of Central 
Intelligence may, in his discretion, terminate the employment of any officer 
or employee of the Agency whenever he shall deem such termination necessary 

or udvisable In the interests of the United States, but such termination shall 
not affect the right of such officer or employee to seek or accept employment 
in any other department or agency of the Government if declared eligible for 
such employment by the United States Civil Service Commission." 


B. The Section quoted above was enacted to enable CIA to maintain high personnel 
standards essential to a national intelligence Agency. 


C. (1) An Employment Review Board is established to provide an impartial review, 
and advise the Director in the just and equitable exercise of his dis- 
cretionary power under the Act. This Board shall be composed of the 
following officials or their designated representatives. 


Deputy Director of Central Intelligence ~- Chairman 

All Deputy Directors and Assistant Deputy 

Directors, the Inspector General, all 

Assistant Directors and Deputy As~ 

sistant Directors, the members of the 

Board of National Estimates, the Senior 

Staff Chiefs of the Office of the 

Deputy Director (Plans), and the Execu- 

tive Assistant and the Assistants to 

the Director - Members 
General Counsel or his designated repre- 


sentative ~ Advisor - without vote and 


Recording Secretary 


Assistant Deputy (Inspection and Security ) 
or his designated representative - Advisor - without vote/ 


(2) No individual shall sit as a member of the Employment Review Board convened 
to consider a case of an employee assigned to his office. 


(3) /The Chairman, or in his absence the Deputy Director (Administration) or 
the Assistant Deputy Director (Administration), shall designate a panel 
of at least three members of the Board to sit in each case. The regularly 
designated meeting time for the presentation of Employment Review Board 
cases shall be Tuesdays at 1630 hours. The members will be notified 
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several days in advance in each case, so that they may reserve the time 
and acquaint themselves with any necessary details in each cuse. Once 

@ panel has met on a given case, the Chuirman of the panel is responsible 
for the arrangement of subsequent meetings and the timely completion of 
the case./ 


Every case involving involuntary termination of an employee will be for- 
warded by the head of the appropriat2 office to the Assistant Director 
(Personnel) together with all applicable reports uf investigation and 
other pertinent records. 


(a) 


() 


aa 
vf nan 


If the Assistant Director (Personnel) determines that final adminis- 
trative action by his Office is not feasible, he shall immediately 
forward the record to the Board for its consideration. 


The Board will make a preliminary review to determine if there is 
sufficient evidence ts warrant formal Eoard proceedings and recom- 
mendations to the Director. If formal Board proceedings are not 
considered feasible, the Chairman will return the records to the 
Assistant Director (Personnel) so stating. 


If the evidence presented is considered sufficient for formal Buard 
proceedings, the Assistant Director (Personnel) will be informed in 
writing by the Chairman of the Board, with instructions to place the 
employee concerned on leave under the provisions of this directive 
(with pay to the extent of accrued leave and without pay in excess 
thereof), and transmit to him at his home address a written notice 


by registered mail, return receipt requested, to include the following: 


(1) That information has been presented to the Employment Review 
Board indicating the possibility of the termination of his 
employment with CIA under the provisions of the law quoted in 
paragraph A. of this Regulation. 


(2) That his case will be considered by the Board within ten days 
from date of notification. (In cases of employees assigned in 
other than the Washington area, the period of time will be ex- 
tended to twenty-one days to enable the employee either to 
appear at his own expense or to submit a written statement for 
consideration. ) 


(3) That inquiries in connection with suspension notices should be 
made to the Assistant Director (Personnel). 


(4) That the employee may submit to the Assistant Director (Personnel) 
a written statement to be considered by the Board or a request to 
appear in person before the Board. 


(5) That the employee may resign voluntarily under circumstances in- 
dicated below: 


(a) At any time prior to the Director's action on recommendations 
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G. 


of the Board. 


(b) When resignation is not submitted prior to the Director's 

action, and the Director determines th:.t employment should 
be terminated, the Director may authorize that the employee 
be afforded a further opportunity to resign within 48 hours 
after receipt of notification to that effect. In such 
circumstances, if resignation is not submitted within the 
indicated period, employment will be terminated under the 
authority quoted in paragraph A. above. 


(d) When circumstances permit, more specific basis for Board action 
will be specified by the Chairman of the Board to be included in 
the notice to the employee concerned. 


(3) Prior to the dispatch of the notice to the employee the Assistant 
Director (Personnel) will personally notify the head of the Office 
concerned, verbally or in writing, of the action initiated. 


The Assistant Deputy (Inspection and Security) may refer directly to the Board 
any case arising within the scope of his functions. Action will be taken by 

the Board in the same manner as for cases covered under paragraph D. above, 
except that records which are returned by the Chairman on the basis of in- 
sufficient evidence will be returned directly to the Assistant Deputy (Inspection 


and Security). 
The Assistant Director (Personnel) will: 


(1) Ascertain at the earliest practicable date, the desires of the employee 
placed on Leave under the provisions of this Regulation to make state- 
ments in person before the Board, and, when requested, will arrange 
a schedule for such appearances directly with the Board recorder. 


(2) Forward directly to the Board recorder written statements received from 
employees placed on leave under the provisions of this Regulation. 


In those cases where formal proceedings are decided on, the Board will give 

full consideration to each case, including voluntary written or verbal state- 
ments of individuals concerned, and such additional evidence as may be deemed 
necessary, and prepare a written recommendation to the Director. The recom- 
mendation will be signed by each voting member of the Board, noting concurrence 

or nonconcurrence in each case. Any menber or Advisors may append an individually 
signed comment. / The complete record of each case considered by the Board will 

be attached to the Board's recommendations for the information of the Director. 


The Director's determination in each case considered formally by the Board 
will be final. If his decision is to terminate employment, notice of 
~3- 
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separation to the Civil Service Commission will state only that separation 
is accomplished by order of the Director under authority granted by sub- 
paragraph (c) of Section 102 of the National Security Act of 1947, without 
further amplification. 


Director of Central Intelligence Effective: 
Rescind :; All previous editions 
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10. LOYALTY BOARD AND LOYALTY ADJUDICATION PROCEDURE 


A. The Regulations and Directives duly promulgated by and under the authority 
of the Loyalty Review Board, in accord with the provisions of Executive Order 
9835, as amended by Executive Order 10241, constitute the basic and con- 
trolling regulations to govern all loyalty adjudication procedures in the 
Central Intelligence Agency. 


B. (1) A Loyalty Board is established for the Central Intelligence Agency to 
adjudicate all loyalty cases arising in the Agency. It shall be com-~ 
posed of the following officials [or their designated representatives: 


Deputy Director of Central Intelligence ~ Chairman 
All, Deputy Directors and assistant Deputy 

Directors, the Inspector General, all 

Assistant Directors and Deputy Assistant 

Directors, the members of the Board of 

National Estimates, the Senior Staff 

Chiefs of the Office of the Deputy 

Director (Plans), and the &xecutive 

Assistant and the Assistants to the 


Director ~ Menbers 
General Counsel or his designated repre-~ 
sentative ~ Advisor - without vote 


and Recording Secretary 


Assistant Deputy (Inspection and Security) 
or his designated representative - Advisor - without vote/ 


(2) No individual shall sit as a member of the Loyalty Board convened to 
consider a case of an employee assigned to his office. 


(3) The Chairman, /or in his absence the Deputy Director (Administration) 
or the Assistant Deputy Director (Administration), / shall designate a 
panel of at least three members of the Board to sit in each case. 
[The regularly designated meeting time for the presentation of loyalty 
cases shall be Tuesdays at 1630 hours. ‘The members of a panel will be 
notified several days in advance in each case, so that they may reserve 
the time and acquaint themselves with any necessary details in each 
case, Once a panel has met on a given case, the Chairman of the panel 
is responsible for the arrangement of subsequent meetings and the timely 
completion of the case./ 
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re 
15 September 1952 
MEMORANDUM FOR: Acting Deputy Director (Administration) 
SUBJECT: Proposed Revisions of CIA Regulations 
1. Attached herewith is a proposed revision of para- . 
graph B of CIA Regulation No[ ___|Loyalty Board and 25X1 
Loyalty Adjudication Procedure, 
2 Also attached herewith is a revision of paragraph 
cea C of CIA Regulation { Employment Review Board and 
Procedures. 
3« These two proposed revisions have been approved 
by Mr. Dulles, and the initialed coples are attached here- 
with as a basis for issuance. 
25X1A 
WALTER L. PHORZHEINER ‘ 
Legislative Counsel 
© Attachments — 2 
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An Employment Review Board is established to provide an impartial 
review, and advise the Director in the just and equitable exercise 
of his discretionary power under the Act. This Board shall be com~ 
posed of the following officials or their designated representatives. 


Deputy Director of Central Intelligence - Chairman 
All Deputy Directors and Assistant Deputy 

Directors, the Inspector General, all 

Assistant Directors and Deputy Assis~ 

tant Directors, the members of the 

Board of National Estimates, the Senior 

Staff Chiefs of the Office of the Deputy 

Director for Plans, and the Executive 

Assistant, and the Assistantsto the 


Director - Members 
General Counsel or his designated repre~ ~ Advisor - without vote 
sentative and Recording Secretary 


Assistant Deputy (Inspection and Security) - Advisor - without vote 
or his desienated representativeX 


The Chairman, or in his absence the Deputy Director/Administration or 
the Assistant Deputy Director/Administration, shall designate a panel 
of at least three members of the Board to sit in each case. No indie 
vidual shall sit as a member of the Employment Review Board convened 
to consider a case of an employee assigned to his office. The refu= 
larly designated meeting time for the presentation of Kmployment 
Review Board cases shall be Tuesdays at 1630. The members will be 
notified several days in advance in each case, so that they may re- 
serve the time and acquaint themselves with any necessary details in 
each case. Once a panel has met on a given case, the Chairman of the 
panel is responsible for the arrangement of subsequent meetings and 
the timely completion of the case. 
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— [NCE Memorandum UNITED STA1d$ GOVERNMENT 
TO * Deputy Director (Administration) DATE: 2 May 1951 
FROM : Advisor for Management 
SUBJECT: Fair Employment Procedure 
1. The Comptroller, the Advisor for Management, and a repre- 
sentative from the Personnel Office met on 30 April 1951 to discuss 
the President's Fair Employment Program as directed. The Comptroller 
stated that to date no complaints have been submitted to the Fair 
Employment Officer, 
@. In order to bring the program to the attention of all 
employees periodically, the following methods are recommended: 25X1A 
&. Issue a notice annually in the Spring of the year 
to all components of the Agency through the Section level. , 
(Distribution No. h) requiring o11 supervisors to assure 
25X1A that each employee under their jurisdiction reads and under teat 
stands CIA Regulation[ __—S—_—s—‘| (Advisor for Management) ~)""" 
b. Incorporate, in brief form, the essentials of the i 
o5X1A ' Fair Employment Program in the Employees' handbook, making : N 


reference to CIA Regulation[” _—S—séd((Persommel Director) ae 


. Ge Include appropriate comments regarding Fair Employ- . é” ; 
‘ment in the orientation program for new employees. (Director 
of Training) 


3. The Employees! handbook is currently being revised so the 
method suggested in paragraph 2.(b) will be accomplished within a 
relatively short period of time, 


lh. The above actions can be accomplished and the matter 
referred to at Assistant Directors! meetings periodically. 
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“UNDER EXEcuTIyE Onper 9980 
Iifective May 1, 1951, Part 410 45 ro- 
: vised and mended to rend. as follows: 


“Boo. 
410.1 Coverago, 9 cee p- 
410.2 Expls 


-410.8--Falr- Employment Office 
410.4 Instructions for handling complaints 
and appeals mado by individuals, 
410.5 Instructions for handling complaints 
: filed by groups or organizations, 
410.6 Records and reports, 
410.7 Dissomination of information. 


Aurnonity: §§ 410.1 to 410.7 issued under 
H, O, 0080, July 26, 1048, 138, F. R. 4311, 3 
OFR, 1048 Supp. 


$410.1 Coverage. (a) Executive Or- 
der’9980 and this part apply to all de- 
partments and agencies in the executive 
branch of the Federal government. 

(b) The remedies provided under Ex-~ 
ecutive Order 9980 and this part shall be 
available to citizens of, and persons who 

“owe allegiance to the United States who 
are employed by, or are. applicants for 
employment in the executive branch 
of the Federal Government, - 


$410.2 Explanation of terms—(a) 
Department, Any department or agency 
of the executive branch of the Federal 
government, including the Civil Service 
Commission, 

(b) Employee. An. individual ap- 
pointed by 2 Federal officer, and who js 
engaged in the performance of Federal 
functions in the executive branch of the 
Federal government under authority of 
an act of Congress or an Executive order, 
and who, in the performance of such 

_ Quties, is supervised and directed by a 
. Federal officer. 
(c). Applicant. A person failing of 
* appointment in the executive branch of 
’ the Federal government who alleges a 
grievance relating to discrimination. ° 
(d) Discrimination, An unfavorable 
personnel action affecting an employee 
or applicant based on race, color, re- 
' Jigion, or national origin and not on. 
. merit and fitness. . Preference in ap- 
pointment and difference in- conditions 
. of employment, such as pay, leave, hours 
of work, etc. based upon law or upon 
‘ regulations under authority of law do 
: not constitute discrimination within the 
meaning of Executive Order 9980. oe 
: (e) Personnel action. Any action 
' taken within a department which af- 
fects the equality of economic: oppor- 
tunity of an employee or applicant, ex- 
‘cept an action taken pursuant to a 
| formal decision of the Fair Employment 
. “Board-and designed to correct a specific 
: .discrimination,. The term “personnel 
action” shall include failure to act. - 
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(f) Complete jfile. “All letters, Heblegs: 


//memoranda, reports, transcripts, aff. 
’ davits or supporting documents in con- 


nection with the initiation, investigation, 
hearing, decison and closing of a case 
or cases. 

(g) Deputy Fair Employment Officer. 
The term “Deputy Fair Employment 
Officer’ shall include committees and 
boards, 


' $410.3 Fair Einployment Officer. The 
head of each department shall appoint 
a Fair Employment Officer who. shall 
have full operating responsibility ‘under 
the’ immediate supervision of the head 
of the department for carrying out the 


. fair employment policies stated in Ex~ 


ecutive Order 9980. In each depart- 
ment, as defined in § 410.2:(a), which is 
composed of two or more bureaus. or 
comparable. subordinate. organizational 


‘units, the’ Fair Employment Officer shall 


appoint one or more Deputy Fair Em- 
ployment Officers who, under his general 
supervision shall have the responsibility 


for.carrying out the fair employment 
policy and procedures within their re- 


spective organizational units. 


§ 410.4 Instructions for handling com- 
plaints and appeals made by. ‘individ 
uals—(a) Initiation of complaint, .(1) 


Pr ocedur' es under this.section shall apply 


3273 


and he available only to an employee or 
to s person falling of appointment who 
alleges that a personnel action, as de- 
fined in § 410.2 (a), which affects him 
has been taken becnuse of race, color, 
religion, or natlonal origin, 

(2) The complaint must be made not 
later than three months from the date 
of the personnel action complained of, 
unless failure to submit the complaint 
within these time limits was due lo un- 
usual circumstances beyond the control 
of the complainant, 

(3) An employee may fle a complaint 
with the first-Hne supervisor, with the 
Deputy Fair Employment Officer, or with 
the Fair Employment Officer, Com- 
plaints initiated with the supervisor may 
be oval or in writing. Those initiated 
with the Deputy Fair Employment Officer 
or the Fair Employment Officer must be 
in writing, ‘ 

Nore: Employees should be encouraged to 
seck informal adjustment of their com- 
plaints with their Immodiate supervisors, It 


. is the view of the Board that good relations 


between tho supervisor and the employee 
will thus bo furtherod. Many inctpient coni~ 
plaints can be eliminated by giving vaild 
reasons for an action that is belng. brought 
into question. Where error has crept in, the 
supervisor will have opportunity to correct 
it on his own motion. Furthermore, with 
respolisibility upon the supervisor for initial 
action on the complaint the problems in- 
volved will be more forcefully impressed 
upon him. If no adjustment can be made, 
the supervisor should advise the employee 
to put his complaint in writing. 


(4) An applicant may file a complaint 
with the Deputy Fair Employment Offi- 
cer, or with the Fair Employment Officer 
of the department, Such complaints 
must be in writing. 

(5) Any initial written complaint 
must specify: 

(i) The name of the department and 
employing unit against which complaint 
is made. 

(ii) The specific personnel action or 
actions complained of, 

(iit) The approximate dates or date 
thereof, 

(iv) A statement of all pertinent facts 
in support of the allegation of discrimi- 
nation, including dates, names of indl- 
viduals involved, incidents, occurrences, 
and circumstances, , 

(v) Remedies sought. 

(vi) Signature of complainant, 

(b) Supervisor's action on a com 
plaint, (1) If a written complaint js - 
made to a supervisor, immediate steps 
shall be taken to effect such adjustment 
as is warranted by the facts. If the 


‘complaint is adjusted to the satisfaction 


of the complainant, a written report of 


‘Such adjustment shall.be made to the 
‘Deputy Fair Employment Officer. If the 
“complaint cannot be adjusted satisfac-_. 
‘.torily and promptly, the report to the 
Deputy Fair Employment Officer ‘shall 


set forth the basis for the complaint and 
the reasons for the supervisor’s inability 
to effect a satisfactory adjustment: 

(c) Deputy Fair Employment. Officer's 
action ona complaint—(1) Investigation 


' and adjustment by informal negotiation. 


On réceipt of an original complaint or a 


complaint referred to him by’a super- 
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operator of the farm voluntarily sur. 
renders in writing to the county commit- 
tee by the closing date established by 
the State Committee, which shall not be 
lnter than June 1, 1961, shall be deducted 
from the allotment to such farm in ac» 
cordance with instructions issued by the 
Assistant Administrator. If any part of 
the farm acrenge allotment is permna- 
nently released (i. @, for 1951 and all 


~ subsequent years), such release shall be 


in writing and signed by both the owner 
and the operator of the farm, 

(b) Reapportionment of . released 
acreage allotment, The acreage allot- 


ments released under paragraph (a). of * 


this section shall be renpportioned by 
the county committee, in accordance 


with instructions issued by the Assistant’ 


Administrator, to other farms in the 
same county receiving allotments : in 
amounts determined by the county com- 
mittee to be fair and reasonable on the 
basis of land, labor, and equipment 
available for the production of peanuts; 
crop rotation practices; and soil and 


_other physical factors affecting the pro- 


duction of peanuts, Such reapportion- 
ments shall be made on the basis of 
applications filed on Form MQ-30~(Pea- 
nuts) 1951 by farm owners or operators 


with the county committee not later - 
than a closing date established by the - 


State committee, which shall be not ear- 
lier than May 1, 1951, or later than 
July 1, 1951. ; 

(c) ‘Maximum acreage allotment. No 
allotment shall be increased by reason of 
the provisions in paragraph (b) of this 
section to an acrenge in excess of the 
Jarger of (i) the result obtained by mul- 
tiplying the tillable acreage available for 


the farm by the tillable acreage factor . 
. or (ii) the largest picked and threshed - 


peanut acreage*for the farm (excluding 
excess acrenge) for any one of the years 
1948, 1949, or 1950; as determined under 
instructions issued by the Assistant Ad- 
ministrator. 

(d) Credit for acreage allotment re- 


leased jor 1951 only. The release, for . 
1951 only, of any part of the acreage al- - 


lotted for 1951 to individual farms, pur- 
suant to paragraph (a) of this section, 


shall not operate to reduce the allotment - 


for any subsequent year for the farm 


from which such acreage was released - 


unless the farm becomes ineligible for an 
old farm allotment in 1952 because pea- 
‘nuts were not produced on the farm in 


1949, 1950 or 1951. Any reapportion- . 


ment of allotment under this section shall 
not operate to increase the allotment for 


any year subsequent to 1951 for the farm . 


to which the acreage is reapportioned. 
§ 729.229 Reallocation of allotments 


‘released from farms removed from agri- 
cultural production, The allotment de-. 


termined or which would have been 
determined for any land which is re- 


_ moved from agricultural production for 


any purpose ‘because of acquisition by 
any Federal, State, or other agency hav~ 


_ ing acright of eminent domain shall be | 
placed in a State pool and shall be avail- 


able for use. in cp ehee equitable al- 


tye A eite ed prac Be aequite = 
_. tion of ,their farms. by such: agencies. - 


ds vege B fhe eae = 


wo 


RULES AND REGULATIONS 


tee within flve years from the date of 
such acquisition of the farm, any owner 
so displaced shall be entitled to have an 
allotment for any other farm owned or 
purchased by him equal to an ellotment 
which would have been determined for 
such other farm plus the allotment 
which would have been determined for 
the farm 50 acquired: Provided, That 
such allotment shall not exceed 50 per- 
cent of tho acreage of cropland on the 
farm, 

The provisions of this section shall not 
be applicable if (a) there is any mar- 
keting quota penalty due with respect 
to the marketing of peanuts from the 
farm or by the owner of the farm at the 
time -of its acquisition by the Federal, 
State, or other agency; (b). any peanuts 
produced on such farm have not been 
accounted for as required by the Secre- 
tary; or (c) the allotment next to be 
established for the farm acquired by 
the Federal, State, or other agency would 
have been reduced because of. false or 
improper identification of peanuts pro- 
duced on or marketed from such farm. 


§ 729,280 Additional acreage allot 
ment for farms producing types of pea= 
nuts it short’ supply. The additional 
acreage allotment apportioned to any 
State producing peanuts of a type or 
types determined to be in short supply 
for 1951, less a reserve for the correction 


of errors, shall be. apportioned among - 


farms on which peanuts of such type or 


' types were produced in any one of three 


years 1948, 1949, and 1950, on the basis 
of the average picked and threshed 
acreage of peanuts of such type or types 
(excluding excess acreage) on each such 


farm during such period. The reserve © 


for the correction of errors shall. be de- 
termined by the State Committee on the 


basis of experience in past allotment’ 


programs and its knowledge as to the 


reliability of data: used In apportioning 


the additional acreage to farms, and 
shall not exceed three-fourths of one 
percent of the additional acreage ap- 
portioned to the State. 

The increase in acreage allotment 
under this section shall not be considered 


in establishing future State! county, or 


farm acreage allotments, 


§ 729.281 Determination of 1947 or 
1948 picked or threshed peanut acreage © 


for farms and right of appeal with re- 
spect to such determination. If the total 
acreage of peanuts picked or threshed 
on a farm does not exceed the total acre- 
age of peanuts picked or threshed on the 
“farm in 1947, or 1948 if no peanuts were 
harvesfed on the farm in 1947, payment 
of the marketing penalty as provided in 
section 359 (a) of the Agricultural Ad- 
justment Act of 1938, as amended, will 
not be required on any excess peanuts 
which are delivered to or marketed 
through an agency or agencies desig- 
nated by the Secretary. The county 
committee shall, on the basis of data 
. furnished by producers and other avail- 
able records of peanut acreages and 
production, determine for each peanut 


farm in the county the acreage of pea-.. 


nuts picked or threshed in 1947, or 1948 


“df no peanuts were harvested on the farm . 


in 1947, A notice of the acreage so de- 


fermined shall be prepared by the county 
committee and mailed to the farm opera | 
tor, Any interested person who, as 
operator, landlord, tenant ov share- 
cropper, 18 dissatisfied with the acreage 
so determined for the farm may file an 


appeal for reconsideration of such acre< | 


age, The request for appeal and facts 
constituting a basis for such considera- 


tion must be submitted in writing. and - 


postinarked or delivered to the county 
committee within 15 days after the date 
of mailing the notice, If the applicant 
4s dissatisfied with the decision of the 
county committee with respect to his 
appeal, he may appenl to the State com- 
mittee within 15 days after the date of 
mailing the notice uf the decision of the 
county committee. The decision of the 
State committee shall je final. 


Done at Washington, D. C., this 12th 


day of April 1951. Witness my hand . 


and the seal of the Depar tment of Agri- 
culture, 


[SEAL] CHARLES F, BRANNAN, 
Secretary. 
[F. R. Doc. 61-4502; Flled, Apr. 13, 1961; 
9:40 a, m.] 


Chapter IX—Production and Mar- 
keting Administration (Marketing 
“ Agreements and Orders), Depart- 
_ment of Agriculture 
Part 944——MILK IN QuaD CITIES 
MARKETING AREA 
ORDER SUSPENDING CERTAIN PROVISIONS OF 


THE ORDER, AS AMENDED, REQUESTING THE 
HANDLING 


Pursuant to the applicable provisions-... 


of the Agricultural Marketing Agreement 
Act of 1937, as amended (7 U. S. C. 601 
et seq.), hereinafter referred to as the 
“act,” and of the order, as amended (7 
CFR Part 944), regulating the handling 
of milk in the Quad Cities marketing 


area, hereinafter referred to as the © 


“order,” it is hereby found and deter~ 
mined that: 


(a) The provisions of the order only . 


insofar as-they relate to the pricing and 
pooling of non-Grade A milk received 
from producers and the administrative 
and marketing service assessments levied 
thereon no longer tend to effectuate the 
declared policy of the act. 

(b) Notice of proposed rule making, 
public procedure thereon, and 30 days 
prior notice of the effective date hereof 
are found to be impracticable, unneces- 


sary, and contrary to the public interest ° 


in that (1) this suspension order relieves 
handlers from certain restrictions with 


respect to non-Grade A milk received - 
from producers; (2) it is necessary to ~~ 


issue immediately and make effective not 
later than April 16, 1951, the suspension 


order to reflect current marketing condi- | 


tions and to facilitate, promote and 
maintain the orderly marketing of milk 
produced for the Quad Cities marketing 


- area; (3) non-Grade A milk is no longer 


sold or permitted to be sold for fluid con. 
sumption in any of the several munici- 


-palities of the marketing area; (4) the 
recent changes in marketing conditions 
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room work or other formalized group In- 
struction, the fair employment polley 
and program shall be included, Like« 
wise, at rensonoble intervals the fair 
employment policy shall be included in 
the agenda for departmental and field 
staff, executive, and supervisory confer 
ences, 

(c) Information concerning the faly 
employment policy and tho department's 
practice in putting it into effect shall be 
published perfodically in employee pub- 
Hentions. 


Effective May 1, 1951, 


Farr EMPLOYMENT Boanp, - 
Unirep States Cryin Serv- 
Ict COMMISSION, 
LAavEtt C, Lawnorn, 
Executive Secretary. 
[F. R. Doo, 61-4430; Filed, Apr, 18, 1051; 
8:52 a. m.] 
ee a 


TITLE 7—AGRICULTURE 


Chapter Vil—Production and Mar- 
keting Administration (Agricultural 
Adjustment), Department of Agri- 
culture 


* Part 729-——Pranurs 


NATIONAL MARKETING QUOTA,’ NATIONAL 
ACREAGE ALLOTMENT, AND APPORTIONMENT 
TO STATES OF NATIONAL ACREAGE ALLOT= 
MENT FOR PEANUTS FOR THE 1951 CROP 


The purpose of the amendment con- 
tained herein is to revise the 1951 State 
peanut acreage allotments issued Octo~ 


. -ber 30, 1950 (15 F. R. 7291), in order to 


comply with certain changes recently 
made in the peanut marketing quota 


-- provisions of the Agricultural Adjust- 
- ment Act of 1938, as amended (7 U.S. C, 


1357-1359) by Public Law 17, 82d Con- 
gress, approved April 12, 1951. Section 
358 (c) of the act, as amended by the 
aforesaid Public Law, reads in part as 
follows: 


Section 368 (c). (1) The national acreage 


allotment for 1961, less’ the acreage to be 


allotted to new farms under subsection (f) 
of this section, shall be appertioned among 
States on the basis-of the larger of the fol- 
lowing for each State: (a) The acreage al- 
lotted to the State as its share of the 1950 
national acreage allotment of two million 
one hundred thousand acres, or (b) the 
State’s share of two million one hundred 
thousand acres apportioned to States on the 
basis of the average acreage harvested for 
nuts. in each State in the five years 1945-49: 
Provided, That any allotment so determined 
for any State which is less than the 1951 


eT ‘Btate allotment announced by the Secretary 
. prior to the enactment of this Act shall be 


increased to such announced allotment and 


“- the acreage required for such increases shall 


be in addition to the 1951 national acreage 
allotment and shall be considered tn deter- 
mining State acreage allotments in future 
years, * © * 


\. 
- ‘The additional acreage required to es- 
tablish State acreage allotments in ac- 


‘cordance with the foregoing provisions 
of the act is 34,900 acres, 


Farmers throughout the peanut-pro- 


ae ducing States have been planting pea- 
- nuts for the 1951'crop. It is therefore 


“age allotments become effective at the 


imperative that the revised ‘State acre- 


FEDERAL REGISTER 


earliest posstble date in order that State 
and county Production and Marketing 
Administration committces in affectod 
States may recctermine farm acreage al- 
lotmonts and notify farm operators of 
tho addittonal nerengoe which may. be 
planted in 1961 within the farm allot. 
ment, Accordingly, it is hereby deter. 
mined and found that compliance with 
the notice, procedure, and effective date 
requirements of the Administrative Pro- 


cedure Act (7 U. 8, C, 1003) is impractt-. 


enble and contrary to the public interest, 
The State allotments proclaimed herein 
shall be effective upon fillng of this docu- 
ment with the Director, Division of the 
Federal Register, 

Section 729.203 of a proclamation cs= 
tablishing the national marketing quota, 
national acreage allotment, and the 
State acrenge allotments for the 1981 
crop of peanuts (15 F, R, 7201) jg 


. Smended to read as follows: 


$729.203 Apportionment of the na- 
tional peanut acreage allotment Jor the 
crop produced in the calendar year 1951, 
The national peanut acreage allotment 
proclaimed in § 729,202 (c) and the ud- 
ditional acreage of 34,900 acres author. 
ized by Public Law-17, 82d Congress 
approved April 12, 1951, are hereby ap- 
portioned as follows: : 
1951 State 


acreage 

Btate: : allotment 
Alabama, . 2-2. 248, 821 
AYIZOND oon ene eo ee eee nce 801 
ATRANENS - 22 eee eee e ene een 4,710 
California .--2 222 1, 060 
Florida cose sesso ccs cc a ee 61, 149 
Georgia -... 685, 638 
Loulstana .. 2,191 
Mississippi _ 8, 436 
Missouri ..02 274 
New Mexico... 6,478 
North Carolina... 188, 451 
Oklahoma ..-2.2.. 153, 208 
South Carolina... ' 15,342 
Tennessee ...--.... oo 3,979 
TOX08: oso cec cee cue 896, 369 
Virginla i osccoc uct cece 117, 819 
New farm reserve.......-.. 22. 17, 711 


HOM coe ete ec edok ee, 1, 806, 017 
(Sec. 875, 62 Stat. 66, as amended: 7 U.S, 0, 
1375, Interprets or applies sec, 358, 66 Stat, 
88, as amended, Pub. Law 17, 82d Cong; 7 
U. 8. GC. and Sup. 1368) ; : 


Issued at Washington, D. C., this 12th 
day of April 1951, Witness my hand and 
sh seal of the Department of Agricul- 

ure, : 


[sEaL] Cuarres F, Brannan, 
Secretary.’ ~ 


[F, R. Doc, 61-4503; Filed, Apr 18, 1961; 
: 9:40 a. m.] . ; 


[1023 (Peanuts—s1) 1] 
Part 729—Pranuts 


MARKETING QUOTA REGULATIONS FOR: 
: - 1951 CROP 


The amendments set forth herein are 
made to give effect to certain changes 
made in the peanut marketing quota 
provisions of thé Agricultural Adjust- 


ment Act of 1938, as amended (7 U.8; C, . 


1357-~1359) , by Public Law 1'7, 82nd Con- 


ments, 


gress, approved April 12, 1951, . Section 
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729.228 implements section 368 (f) of 
the act relating to the release, reappor- 
tionment and adjustment of farm acie~ 
age allotments, Section 729.229, which 
4s based upon section 358 (h) of the act, 
governs the reallocation of farm acreage 
allotments established for farms which 
are removed from agricultural produc- 
tion, Section 729.280 contains the pro-. 
cedure for apportioning among farms 
producing a type of peanuts in short 
supply, the additional acreage which the 
Sceretary of Agriculture determines, 
pursuant to section 358 (c) (2) of the 
act, is necessary to produce the quantity 
of such type of peanuts needed to mect 
demand therefor, Section 729.231 pro. 
vides that the county committee shall 
establish for each peanut farm the acre- 
age of peanuts picked or threshed in 
1947, or in 1948 if no peanuts were har- 
vested on the farm in 1947, and states 
the procedure under which a producer 
may appeal the determination of the 
county committee with respect to such 
acreage, The acreage of peanuts har- 
vested in 1947 or 1948, as the case may 
be, is required to be established for pur-~ 
poses of section 359 (g) of the act. 
Farmers in the southernmost areas of 
the United States have already begun 
the planting of their 1951 crops of pea- 
nuts, and farmers in the other peanut- 
producing areas of the Nation are 
completing theit plans for the produc~ 
tion of peanuts in 1951. In order that 
peanut farmers who are affected by the 


- amendments set forth below may make 


the necessary changes in their plans and 
operations, it is essential that the 
amendments be made effective as soon 
as possible. Accordingly, it is hereby 
determined and found that compliance 
with the notice, procedure, and effective 
date requirements of the Administrative 
Procedure Act (5 U. S. C. 1003) is im- 
practicable and contrary to the public 
interest, and the amendments contained 
herein shall be effective upon filing of 
this document with the Director, Divi- 
sion of the FeneraL REGISTER, 

The marketing quota regulations for 
the 1951 crop of peanuts (15 F. R. 7292) 
are hereby amended by adding the fol- 
lowing new sections: 


Sec, } 
729.228 Release and reapportionment. 
729.229 Reallocation of allotments released 
“from farms removed from agri- 
cultural production, 

729.230 Additional acreage allotment for 
farms producing types of peanuts 
in short supply. 

729.231 Determination of 1947 or 1948 
picked or threshed peanut acre- 
age for farms and right of appeal 
with respect to such determina- 
tion, 


AUTHORITY: §§ 729,228 to 729.281 issued 
unccr sec. 375, 62 Stat. 66, as amended. 7 
U. 8. ©. 1875. Interpret or apply secs, 358, 
859, 55 Stat. 88, 90, as amended, Pub, Law 
17, 82nd Cong.; 7 U. S.C. and Sup., 1358, 
1359. 


§ 729.228 Release and reapportion~ 
ment—(a) Release of acreage allot. 
Any part of the acreage allotted 
for 1951 to. an individual farm in any 


“county under the provisions of § 729.222 


and § 729,226 on which peanuts will not | 
be produced. and which the owner or 


Approved ‘For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4 


25X11 Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4 


Next 3 Page(s) In Document Exempt 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4 


25X1A 


4 
BTANDARD Fon NO, 04 


03/04/17 : CIA-RDP81-00728R000100130006-4 


Approved For Release 
Office Memoran Uli + UNITED STATES GOVERNMENT 


TO : Advisor for Manapement DATE: 19 November 1951 
FROM : Acting Personnel Director 


SUBJECT: Revised Fair “nployment Procedure 


1. keference is made to the proposed revision of CIA Remula- 
‘tion No.[_|referred to this office for comment. 


é. it is believed that in issuing this revised procedure, 
additional provisions mirht be included to clarify the privileres 
of the complainant in the event a hearing is convened by the Fair 
Linployment Officer. Such amplification might well preclude contro~ 
versy at the time hearinp arrangements are under consideration. In 
addition to providing for "a place reasonably convenient to the com- 
plainant" and for assistance "by a representative of his own choosing," 
the refulations might also state that a complainant mays 


(1) Arrange for the presence of witnesses or may submit : 
affiaavits where witnesses are not available; cs 


(2) Secure submission of pertinent documentary evidence iM 
(consistent with security requirements); and 


(3) Secure assistance from the Personnel Office in connec- 
tion with the interpretation of regulations and in obtaining 
witnesses, affidavits and documentary evidence. 
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MEMORANDUM I Ae” Advisor for Manaroment 13 September 51 
fae anal : 
SUBJECL ~——-r—tevislon ol Fair Employment Regulation 


il. I understand that you are revising cerbain rerulations 
including that covering fair employment procedure with a view to 
seprefating the procedure section from the policy section. 


2. I drafted the proposed new regulation which I have submitted 
to the Fair Employment Chairman of the U. 5. Civil Service Commission, 
The draft was satisfactory to them with three additions which T have 
included in the draft I am enclosing. 


3. I am leaving tomorrow for three weeks annual leave so that it 
will give you an opportunity to work out procedures the time I have 
returned, 


25X1A 


WILFRED L. PERL“ ) 
Attachment air Employment Officer 
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UNITED STATES CIVIL SERVICE COMMISSION 
WASHINGTON 25, D. C. 


March 24, 1949 


Fair Employment Board Memorandum #5 
HEADS OF EXECUTIVE DEPARTMENTS AND INDEPENDENT ESTABLISHMENTS 


SUBJECT: Instructions for Carrying Out the Fair Employment Program 
Under Executive Order 9980. 


Executive Order 9980 places the responsibility for coordinating the 
fair employment policies and procedures of the several departments upon 
the Fair Employment Board of the Civil Service Commission. Pursuant to 
this responsibility the Board has prepared the attached "Instructions for 
Carrying Out the Fair Employment Program under Executive Order 9980". 


In the preparation of these Instructions the Board consulted with the 
Civil Service Commission. It has also Sought advice from interested offi- 
cials, including the departmental Fair Employment Officers and representa- 
tives of the Federal Personnel Council. It is the view of the Board that 
the provisions contained in these Instructions represent the minimum which 
the departments and agencies should incorporate in their fair employment 
regulations and procedures. 


The attached Instructions are effective immediately and all departments 
and agencies should, therefore, promptly make such amendments in their regu- 
lations and procedures as are necessary to bring them into agreement with 
the provisions contained in the Instructions. After issuence, a copy of the 
revised regulations and procedures should be forwarded to the Fair Employ- 
ment Board for review. The Board will be glad to discuss any problems which 
the departments may have in connection with the revision of their regula-— 
tions and procedures. 


It is noted that the attached Instructions supersede the Interim Pro- 
cedures (Part 36, Federal Personnel Manual issued by the Civil Service 
Commission on September 28, 1948) and Fair Employment Board Memorandum #2 
dated November 4, 1949. 7 

‘Very sincerely your# 


Guy Moffett 
Chairman 
Fair Employment Board 
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eso ape 
influence upon attitudes and actions. Within the Federal government one of 


the basic ideals to which the nation proudly lays claim will-be more con- 
clusively demonstrated in practice. 


The Board expects to consult further with the departments in seeking 
out the reasons for. deviations from the established non-discrimination 
policy, in exploring the problems involved and the successful experience in 
dealing with these situations, and in developing 4 continuing positive pro- 
gram of remedial action. 


Il. COVERAGE 

A. Executive Order 9960 and these instructions apply to all departments and 

| agencies in the executive branch of the Federal. government. 

| B. The remedies provided under Executive Order 9980 and these instructions 
Shall be available to citizens of, and persons who owe allegiance to the 
United States who are employed Y, or are applicants for employment in 
the executive branch of the Fe eral government. 


III. EXPLANATION OF TERMS AS USED HEREIN 
| A. Department - Any department or agency of the executive branch of the 
Federal government, including the Civil Service Commission. 


B. Employee - An individual appointed by a Federal officer, and who is en- 
| - «gaged in the performance of Federal functions in the executive branch 
of the Federal government under authority of an Act of Congress or an 
Executive Order, and who, in the performance of such duties, is super- 
vised and directed by a Federal officer. ans ot 


C. Applicant - A person failing of appointment in the executive branch of 
_ . the Federal government who alleges a grievance relating to discrimina- 
tion. a . 


' D. Discrimination - An unfavorable personnel action affecting’ an employee 
: or applicant based on race, color, religion or national origin end not 
on merit and fitness. Preference in appointment and difference in con- 
‘ditions of employment, such as pay, leave, hours of ‘work, etc., based 
_ upon law or upon regulations under authority of law do not ‘constitute 
. discrimination within the meaning of Executive Order 9980. ee Oe 


‘ E. Personnel action - Any action taken within a department which affects 
<4 the equality of economic opportunity of an employee or applicant. The - 
a '- “term “personnel action" shall include failure to act. = 
F. Complete file - All letters, notices, memoranda, reports, transcripts, 

affidavits or supporting documents in connection with the initiation, 

| investigation, hearing, decision and closing of a case or Cases. 

“G. Deputy Fair Employment ‘Officer - The term "Deputy Fair Employment’ Offi— 
_ cer" ‘shall “include ‘committees and boards. ce pes 6 
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INSTRUCTIONS FOR CARRYING OUT 

THE FAIR EMPLOYMENT PROGRAM UNDER EXECUTIVE ORDER 9980 


‘I. INTRODUCTION _ 


The President, in his Order 9980, calls for more effective application 
of the long established policy of employment in the Federal service on the 
basis of merit and fitness alone without regard to race, color, religion or 
national origin. . 


Paramount responsibility for the execution of this policy ig placed 
squarely upon department heads and subordinate administrative officials. 


The Fair Employment Board must act on individual apy»eals from depart— 
mental decisions in cases where discrimination is alleged. It has the duty 
of advising the departments on fair employment problems and oolicies. It is 
required to coordinate the fair employment policies snd procedures of the 
Several departments. In consultation with the Civil Service Commission it 
is to set up rules and regulations necessary to carry out its duties and re- 
Sponsibilities. 


By setting out special assignments of duties and outlining the frame- 
work of procedure, the Order makes a clear distinction between cases in which 
discrimination is alleged and the common run of grievances arising in other 
phases of personnel management. 


The Board has given first attention to procedures for handling com- 
plaints. Its aim is to insure (1) full ascertainment of the facts as a 


and negotiations, (3) easy access by complainants to officials specially 
designated to give attention to discriminatory acts, and (4) adjustment of 
complaints without unreasonable delay. 


There are wide variations among departments, in structure, administra- 

‘tive practice and geographical spread. Therefore, it is not believed nec- 
essary or desirable that all departments be required to operate under regu- 
lations identical in every respect. There are certain procedures however 

. which should be uniform throughout the service. The Board has consulted 
with the fair employment officers and personnel officers of the departments 
and with the Civil Service Commission and has prepared a statement of the 
provisions, with certain alternatives, which it believes should be incor— 
porated into the regulations of each department. It is the view of the 
Board that these provisions represent the minimum required to achieve that 
degree of uniformity which is essential to effective administration. 


. The objectives of the Order can not be reached by the adjudication 
of complaints alone. There is:need for a positive program to remove the 
causes of complaints. . 

““". Acting together, the departments, the Commission and the Board can 
achieve the objectives of the President's program. Through joint effort 
_. equality of economic opportunity in the. Federal service can be more fully 
i realized. As the concept of fair play becomes more dominant in the con- 

Sciousness of officers and employees alike it will exert an impelling 
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Officer, or if it is filed with the Fuir Enployment Officer of the 
department, it may be referred to the appropriate deputy for handling 
as an initial complaint. In all other respects complaints of appli- 
cants wil be handled in the same manner as complaints of employees. 


5. All written complaints or appeals must be signed by the aggrieved 
employee or applicant. Any initial written complaint or appeal must 
include information regarding the specific cersonnel action complained 
of, the approximate date thereof, reasons in support of the allegation 
of discrimination, and a statement as to when the appellant first 
learned of the discrimination. 

Comment - It is the view of the Board that where not incon- 
sistent with administrative practices, an employee should 
first discuss a complaint with the first-line supervisor or 
the supervisor next higher in authority. Good relations 
between the supervisor and the employee will thus be fur- 
thered. Many incipient complaints can be eliminated by 

giving valid reasons for an action that is being brought 

into question. Where error has crept in, the supervisor 

will have opportunity to correct it on his own motion. 

Furthermore, with responsibility upon the supervisor for 

initial action on the complaint the problems involved will 

be more forcefully impressed upon him. 


B. Action on a complaint by the Supervisor 


| 1. .-If complaint is made to e Supervisor, immediate steps shall oe 

4 taken to effect such adjustment as is warranted by the facts. If 

the complaint cannot be satisfactorily and promptly adjusted, the 
' complainant shall be advised in writing that. he may file an appeal 
: within ten days with the Deputy Fair Employment Officer. In ad- 

_ @ition, he shall be advised that if he appeals to the Deputy Fair 

, Employment Officer, he shall furnish a copy of the letter of appeal 

to the supervisor to whom he presented his original complaint. On 

receipt of a copy of the appeal, the supervisor concerned shall 

forward to the Deputy Fair Employment Officer the complete file in 

the case through the channels prescribed by the department. 


If the department prescribes that the file in the case be 
routed through an ascending chain of administrative authority, the 
administrative officer at any intermediate level may make an adjust- 
ment. of the case satisfactory to the complainant. In such case, he 
should report the action taken to the Deputy Fair Employment Officer 
to whom the appeal is addressed and. advise the subordinate adminis- 
trative officers concerned. If no adjustment is made the file shall 

a - automatically be forwarded through the prescribed channels, each 
| : _ officer making whatever comment thereon. he desires, with no further 
B action required upon the part. of the complainant. , 


uf C. Action on a complaint (or appeal). by the Deputy Fair Employment Officer. 
1. Investigation and adjustment by informal negotiation ~ The Deputy 


Fair Employment Officer shall promptly make or cause to be made such 
investigation as is necessary to ascertain the facts at issue on the 
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IV. PAIR EMPLOYMENT. OFF'1CcER 


_ The head of each department Shall appoint a Pair Employment Officer 
who shall have full operating. responsibility under. the immediate supervision 
of the head of the department for carrying out the fair employment policies 
stated in Executive Order 9980. There shall be appointed, as necessary und 


- desirable, at central or local levels of the department, Deputy Fair Employ— 


ment Officers who shall have the: responsibility for carrying out the fair 
employment policies in their respective offices. The name and official ad- 
dress of the Fair Employment Officer of each department shall be made known 
to all employees of the department... The name and official address of each 
Deputy Fair Employment Officer shall be made known to the employees of the 
respective field offices. Ae 
[Comment ~ It is the view of the Board that the best interests 
of the fair employment program would be Served oy the uppoint- 
ment of a permanent Deputy Fair Employment Officer at each 
field establishment of substantial Size to handle complaints 
and also to assist the Fair Employment Officer to carry out 
‘his other responsibilities under the Order. 


INSTRUCTIONS FOR HANDLING COMPLAINTS AND APPEALS 
Penge go age Seay ta er wee 


A. Initiation of complaint 


1. Procedures under Executive Order No. 9980 shall apply and be 
‘available only to an employee or to a person failing of appoint- 
ment who alleges that a personnel. action, as defined herein, which 
affects him has been taken because of race, color, religion or 
netional origin. - a 


2. The complaint. must. be made within thirty days of the: date the com— 
plainant.learns of the alleged discrimination and not later than 
six months: from the date of the personnel: action complained of, 
unless failure to: submit the complaint within these time limits 

_ was due to unusual circumstances beyond the control of ‘the com~ 
plainant. go key ne a 


3. It shall be optional with a department to require an employee to 
initiate his complaint (a) either with the first-line supervisor 
or the supervisor next higher in authority, (b) either with the 

_ first-line supervisor or the Deputy Fair Enployment .Officer, or 
(ce) with the Deputy Fair Employment Officer. Complaints initia- 
ted with a supervisor may be oral or in writing.. Those initiated 
with a Deputy Fair Employment Officer must be in writing. If no 
appropriate Deputy Fair Employment Officer: has been appointed then 
the Fair Employment Officer may. be substituted under: (b) -and (c) 
above. One a eee ee “st i ae 
| 4. It. shall be optional. with an applicant to file a complaint in. -' 
' writing, either with the head of the local office, with the Deputy 
: Fair Employment, Officer, or withthe: Fair Employment Officer of 
the department. . If the complaint is filed with the head of the 
local office.and he ig superior .to:the Deputy Fair Employment 
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complaint. He should endeavor through informal negotiation to ef- 
fect a satisfactory settlement of the complaint and, if necessary, 
Shall take or cause to be taken corrective action. All interested 
parties shall be advised of the settlement of the complaint and any 
corrective action which may be. taken, 


e. Failure of adjustment by informal negotiation - In the event the 
Ec se (Deputy Fair Employment Officer Jis not able to effect a satisfactory 
~ oe settlement of the complaint by informal negotiation, he shall fur- 
nish the complainant with a statement of the pertinent facts dis- 
closed by the investigation of the complaint and shall afford him 
an opportunity to reply thereto in writing or personally, by auth- 
orized representative or accompanied by such representative. The 
complainant shall be permitted to present by witness or otherwise 
any pertinent facts not disclosed by the investigation. Where 
practicable, a transcript of testimony shall be made. If a ver- 
batim transcript is not possible, a full sy mary of the oral testi- 
mony shall be made by the (DEES MY ahst omens Officer.) The sum- 
; mary may be agreed to and signed by the complainant and + e (Deputy 
(dst 4% sg Fair Employment Officer, or if the complainant does not agree with 
the summary, he may note and Sign his exceptions which will become 
a part of the summary. Any transcript or summary shall be avail- 
able for inspection by the complainant or his authorized represen~ 
tative and by interested agency officials. 


3. Decision ~ On all the material facts disclosed by the investigation 
and the hearing, if held, the ‘Deputy Fair Employment Officer)shall 2 
make a decision or make a recommendation to appropriate authority,.A> ered! 
If the decision on the complaint is favorable to the complainant, 
the responsible official shall so notify him in writing and shall 
take or cause to be taken such corrective and disciplinary action 
as appears warranted by the facts in the case. In the event of an 
unfavorable decision, the complainant shall be advised in writing 
of the decision and the reasons therefor and of his right to appeal 
to the Fair Employment Officer br “the head of the department as the 
department may prescribe, within ten days (twenty days if outside 
the continental United States) from date of receipt of the unfavor- 
able decision. Officials directly concerned should also be advised 
of any decision made. 


D. Appeal to the Fair Employment Officer 


il. The complainant shall be advised that if he appeals to the Fair 
Employment Officer of the department he shall furnish a-copy of the 
letter of appeal to the/ eputy Fair Employment Officer) who handled 

his case. 7 i Biel Cll onee revabcehpie (CMe a 

4 ae : 3 ¢ . ae ” icin ; | feet ee al: os ore ae re ate ne e 

2 On receipt of a-copy of the appeal the/| puty Fair Employment Offi- 

'  ““eer) shall forward ‘to the Fair Employment Officer of the department 


“ "--"" the complete file’ in -the case ¢ rough ‘the €hannels prescribed by 


ne * “the department.) GMM TOE Y PHY ea 
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If the department prescribes that the file be routed through un 
ascending chain ol administrative uuthority, the administrative of- 
f..| fiecer at any intermediate level may make un adjustment of the cage 
por sutisfuctory to the complainant. In such cuse, he should resort the 
Bs / uction taken to the Fuir Employment Officer und edvise the subordi- 
2 nute administrutive officers concerned. If no adjustment is made 
the file shall automatically be forwarded through .the prescribed 
channels, euch officer making whutever comment thereon he desires, 
with no further uction recuired udon the part of the complainant. 


3. . After reviewing the complete file in the cuse, the Fair Em loyment 
Officer shall make further investigation if necessery end shall, 
through informal negotiation attempt a solution satisfactory to all 
interested parties, who shall be granted the privilege of appesring 

- personally or by an authorized representative, or uccompunied by 
such representative, before the Fuir Employment Officer. If a sut- 
isf.ctory solution cannot be accomplished by the foregoing ineuns, 
the Fuir Employment Officer shall either make x decision or make a 
recommendation to the (hegd ofthe department) based upon the material 


evidence in the file. If he makes « decision he shall notify the 
interested purties in writing of the decision reuched and the rea- 


‘sons therefor. 


4./ If the Fair En loyment Officer makes a decision fuvorable to the 
2 appellant, he shall, in consultation with er—on-the~basis—of_dele- 
A —T| gecbod—sutherity fren, (she het Sine oeetmeniny eee Eecn correc- 


[6 tive and disciplinary action as the facts warrant. 


3. If the decision oi the Fair Employment Officer is unfevoruble to 
the appellant, the Fair Em,loyment Officers all notify him in 
writing of his right to appezl to the/head“of tHé “Gepertment) within 
ten days (twenty days if outside the continental United Stutes) from 
the dute of receipt of the decision. 
DinecTek 
E. Appeal to the héad-of-the-depertment~ 


1. In the event that 2 recommends tion is made by the Fair Enployment 
Officer to the ead Oi" fig Cépartment) or an appeal is taken from a 
decision of the’Fair Employment Officer, the head of the department 
shall make u decision upon the facts of the case und notify the inter- 
ested parties in writing of such decision. . 

- DiREC TSR ) 

2. If the decision is favorable to the anpellant, the (head of the de- 
partment hall take, or cause to be taken, such corrective and dis- 
ciplinary action as appears warranted. - Up ES 

. . DIRECTOR 

3. If the decision is unfevorable to the appellant, the (head of the 
department )shall advise the appellant in writing, in duplicete, of 
the decision end of his right to appeal to the Fair Employment Board 
of the Civil Service Commission within ten days from the date of re- 

ceipt of the decision, or within twenty days if he resides outside of 

the continental United States. In addition, he should be advised that 
if he appeals to the Fair Employment Board, a copy of the udverse de- 
cision should accompany his appeal. 
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“VI. GENERAL PROVISIONS 


A. The head of each’ department shall prescribe procedures congistent with 


Executive Order No, 9980’ and thesé instructions for the prompt handling 
of complaints and appeals which are made under that Order. 


B. All officers and employees of: the department who ocoupy ‘supervisory po- 
sitions shall be instructed as to the meaning, spirit and requirements 
of Executive Order No. 9980. 


D. Amendments in regulations and changes in procedures becoming effective 
while an appeal is being processed may be applied to such appeal at 
whatever stage it has then reached, provided that the appellant shall 
not be deprived of any substantive right or resource to which he would 
have been entitled under the regulations and procedures in effect at 
the time his complaint was initiated. 


E. If no appropriate Deputy Fair Employment Officer has been appointed 
the Fair Employment Officer shall be designated to receive appeals 
under Section V-B-1l. 


If a complaint or appeal is filed initially with the. Fair Employ- 
ment Officer of the department, no appropriate Deputy Fair Employment 
Officer having been appointed, the Fair Employment Officer shall pro~ 
ceed directly or through designated representative to process the case 
in the manner prescribed for the Deputy Fair Employment Officer in 
Section V-C~1 and 2, and such parts of V-C-3 and V-D as are pertinent. 


FB. If a complaint of discrimination because of race, color, religion or 

national origin is denied on the ground that the action complained of 
is not a personnel action as defined herein, the complainant shall be 
advised that he may appeal this determination through the same channels 
aS are prescribed under Section V herein. If, on appeal, it is deter- 
mined that the action complained of is a personnel action as defined 
herein, the case may be remanded to the proper officers for further in- 
vestigation or action on the issue of discrimination. 


G. The means of relief provided by Executive Order 9980 or any regulations 
thereunder shall. be supplemental to those provided by existing statutes, 

Executive Orders and regulations, such as appeals to the Civil Service 

i Commission under Section 14 of the Veterans Preference Act of 1944 or 

the reduction-in-force regulations,etc. 


VII. RECORDS AND REPORTS 


Upon request the departments shall furnish to the Board all information 
needed for the review of personnel actions or for the compilation of re- 
ports. The complete file in each case or cases under Executive Order 9980 shall 


be maintained intact in each department at least until such time as all 
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appeal rights have been exhausted and, upon request, shall be 
ohe ene promptly 
forwarded to the Fair Employment Bou.rd of the Civil Service Commission. 
VIII. THESE INSTRUCTIONS SUPERSEDE THR INTERIM PROCEDURES ISSUED BY THE CIVIL 
SERVICE COMMISSION UNDER DATE OF SEPTEMBER 28, 1948 AND FAIR EMPLOYMENT 
BOARD MEMORANDUM NO, 2, DATED NOVEMBER “4, 1948. pn 
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Regulations Governing Fair Employment Practices Within the Federal Establishment 


WHEREAS the principles on which our Government is based require a policy of 
fair employment throughout the Federal establishment, without discrimination 
because of' race, color, religion, or national origin; and 


WHEREAS it is desirable and in the public interest that all steps be taken 
necessary to insure that this long-established policy shall be more effectively 


carried outs 


NOW, THEREFORE, by virtue of the authority vested in me as President of the 
United States, by the Constitution and the laws of the United States, it is here- 
by ordered as follows: 


1. All personnel actions taken by Federal appointing officers shall be 
based solely on merit and fitness; and such officers are authorized and directed 
to take appropriate steps to insure that in a1 such actions there shall be no 
discrimination because of race, color, religion, or national origin. 


2. The head of each department in the executive branch of the Government 
shall be personally responsible for an effective program to insure that fair 
employment policies are fully observed in all personnel actions within his 
department. 


3. The head of each department shall designate an official thereof as Fair 
Employment Officer. Such Officer shall be given full operating responsibility, 
under the immediate supervision of the department head, for carrying out the fair 
employment policy herein stated. Notice of the appointment of such Officer shall 
be given to all officers and employees of the department. The Fair Employment 
Officer shall, among other things — 


(a) Appraise the personnel actions of the department at regular 
intervals to determine their conformity to the fair-employment policy 
expressed in this order. 


(b) Receive complaints or appeals concerning personnel actions taken 
in the department on grounds of alleged discrimination because of race, 
color, religion, or national origin. 


(c) Appoint such central or regional deputies, committees, or hearing 
boards, from among the officers or employees of the department, as he may 
find necessary or desirable on a temporary or permanent basis to investigate, 
-or to receive, complaints of discrimination, 


(d) Take necessary corrective or disciplinary action, in consultation 
with, or on the basis of delegated authority from, the head of the department. 


kh. The findings or action of the Fair Employment Officer shall be subject to 
direet appeal to the head of the department. The decision of the head of the 
department on such appeal shall be subject to appeal to the Fair Employment Board 
of the Civil Service Commission, hereinafter provided for. 


-_ 2 = 
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5. There shall be established in the Civil Service Commission a Fair 
Employment Board (hereinafter referred to as the Board) of not less than 
seven persons, the members of which shall be officers or employees of the 
Commission. The Board shall — 


(a) Have authority to review decisions made by the head of any 
department which are appealed pursuant to the provisions of this order, 
or referred to the Roard by the head of the depurtment for advice, and 
to make recommendations to such head, In any instance in which the 
recommendation of the Board is not promptly and fully carried out the 
case shall be reported by the Board to the President, for such action 
as he finds necessary. 


(b) Make rules and regulations » in consultation with the Civil 
Service Commission, deemed necessary to carry out the Board's duties 
and responsibilities under this order. 


(c) Advise all departments on problems and policies relating to 
fair employment. 


(d) Disseminate information pertinent to fair-employment programs. 


(e) Coordinate the fair-employment policies and procedures of the 
several departments. 


(£) Make reports and submit recommendations to the Civil Service 
Commission for transmittal to the President from time to time, as may be 
necessary to the maintenance of the fair-employment program. 


6 All departments are directed to furnish to the Board all information 
needed for the review of personnel actions or for the compilation of reports. 


7. The term "department" as used herein shall refer to all departments 
and agencies of the executive branch of the Government, including the Civil 
Service Commission. The term "personnel action,'' as used herein, shall 
include failure to act. Persons failing of appointment who allege a grievance 
relating to discrimination shall be entitled to the remedies herein provided. 


8. The means of relief provided by this order shall be supplemental to 
those provided by existing statutes, Executive orders, and regulations. The 
Civil Service Commission shall have authority, in consultation with the Board, 
to make such additional regulations, and to amend existing regulations, in 
such manner as may be found necessary or desirable to carry out the purposes 
of this order. 

HARRY S. TRUMAN 
The White House 


July 26, 19448 
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. | LEMORANDUM FOR: Managemont Offtear 


ROM 25X1A 


| SUBJECT : Proposed Administrative Instruction, Fair Employnont 
Procedure 


le This office concurs with the draft of Administrative Instruction 
ro Fair Enploynont Procedure, dated 
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MEMORANDUM FOR: Management Officor | 
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FROM : 
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Me. SUBIECT : Prope’ed Administrative Instruction, Falr Employnont 
i Procedure 


le This-efftee concurs with the draft af Administrative THetrietion 


ro Fair Employnont Procedure, dated AY Jud fo ‘ 
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DATE: 27 July 1950 
MEMORANDUM FOR: Managemont Offteor 


_ FROM 4 Chief, Inspection and Security Staff 


SUBJECT : Proposed Administrative Instruction, Fair Employnont 
Procedure 


le This office concurs with the draft of Administrative Instruction 
ro Fair Employment Procedure, dated ly. -duly 1950. 


2. Cornents: NONE 


25X1/A 
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WEMORANDUM FOR: Management Officer 


FROM BD oa. 
SUBJECT : Proposed Administrative Instruction, Pair Employnent 


Procedure 


. le This office concurs with the draft of Administrative Instruction 
ro Fair Employnont Procedure, dated 21Y vie, a sO 


Nive 25X1A 


2e Coments: 
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DATE: 26 July 1950 


‘MEHORANDUL FOR: Managomont Officor 


cane tarenecr anette Sattaeneetn etait torte aes einen 


PROM ; Budget Officer 


Proposed Administrative Instruction, Fair Employnont 
Procedure 


SUBJECT 


le This office concurs with the draft of Administrative Instruction ' 
vo Fair Employnont Procedure, dated 2h July 1950. | 25X1A | 


@e Comentss: 


EUROS TIIIE fet thn secon ga en retains arene ase 


“signature | 
_E. R. Saunders, Budget Officer 
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: SUBJECT : Proposed Administrative Instruction, Fair Employment 
| Procedure 


1. This office concurs with the draft of Administrative Instruction 
ro Fair ExpLoynent Procodure, dated 
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MEMORANDUM FOR: Manageme at Officor 


ROM : 
( SUBJECT : Proposed Aaniind Stentive Instruction, Fair Employment 
Procedure 
le This office concurs with the draft of Administrative Instruction 
ro Fair Employnent Procedure, dated oy poem 


| | cf () | . ge = < “ Fa 
! 2. Comments: — ye het a = 25X1A 


a 


eR Se een ke ne de errr etie Olah o aban See gee CaP ae Ue ech oa Se 


SRST Tey ag TST es 


Ke 


Vanya Tee eet eerste 


Signatire Ss — 


4 
i 
a { 
a : ' i 
peas i i 
Ey 
“3 ‘ 4 
ne ot 
red oun caasisrscin ier prteemceetartotenn unceriTeett tacit Meno Pe PON EDA eal ARMREST AALS TS pM MPR MOOR ANE TANS LCST RON Ln Ohare ten tt Ne HT ES TDR TT IS OURAN CTE PN Ea baleen tna EM ee ele EAAIe ten om re ect les Re Rate yee 


For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4 
Coord fRATPMt ace : 


Dam: 2&7 duly qu 


LIEMORANDULM FOR: Management Officor 


PROM : Al SO 


SUBJECT Proposed Administrative Instruction, Fair Employnont 
Procodure 


lo This office concurs with the draft of Administrative Instruction 
ro Fair Employnont Procedure, dated 24 July layro 


Qe Comments ‘ 
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DATE: 1 August 1950 
MEMORANDUM TOR: Managemont Offtcor 
PROM  Chiof, Svocial Support Starr 
SUBIECY : Proposud Administrative Instruction, Fair Employnont 
Procodura 
le This offico concurs with tho draft af Administrativo Instruction 
vo Fair Enuploynont Procoduro, dated 24 July 1950. 
2. Comments: 
f. 
| 
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| | DATE: 1 August 1950 
MEMORANDUM FOR: Manayomont OLf-Leor 
PROM : Avsistant Director, Reports & Estimates 
SUBJECT : Proposed Admini strativo Instruction, Falr Employmont 
Procodure 
lo This offico concurs whith tho draft af Administrative Instruction 
ro Fair Enploynont Procedure, dated 2), duly 1950, 
2. Comments: = 
None 
25X1A © 
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MEMORANDUM FORs Managumont Officer 
PROM ae BK. ae Y 
| SUBJECT : Proposed Administrative Instruction, Falr lmploynont 
Procedure 
le This offico concurs with the draft af Administrative Instruction 
ro Fala Enploynont Procedure, dated 

2. Corwents: 
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DATIB s 2 August 1950 


| 
| 
MEMORANDUM FOR: Managemont Offtcor 


PROM : Assistant Director, OSI 
SUBJECT : Proposed Administrative Instruction, Falr Employmont 
Procadur'e 
| le This offico concurs with tho draft of Administratsvo Instruction 


ro Fair Enployriont Procedure, dated yy Taly iGo 


( 
2e Comiontss 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO : Management Officer . DATE: 3 August 1950 


! 
| 
{ 
q 


FROM : Advisory Council 


SUBJECT: Proposed Administrative Instruction, Fair Employment 
Procedure 


1. This office concurs with the draft of Administrative 
Instruction re Fair Employment Procedure, dated 24 July 1950, 


25X1A 
Captain, USN 
Chief, Advisory Council 
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MEMORANDUM FOR: Managyomont Offtcor 


SUBJECT 


le 


ro Fair Enployrnont Procedure » dated 24 July 1960. 


Ze 


: Chief, Staff Ir1/oPr¢c 


: Proposed Administrative Instruction, Falr Employnont 


Procedure 


DATE: 3 August 1960 


This offico concurs with the draft of Administrative Instruction 
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DATE: 3 August 1950 
| 


MEMORANDUM FOR: Managemont OLftcor 


“TOM * Acting Assistant Director for Oporations 
SUBJECT > Proposed Jdninistrative Instruction, Falr Employnont 
Procaduro 


le This office concurs with the draft of Administrative Instruction 


ro Pair Enploynont Procedure, dated 24, July 1950 provided that changes are 
| made to cover the following recommendations: Braised De al 


25X1A 


d 
. 

i: 

; 25X1A 

I. 

rE 

' , 

fe wr he rh 

: jabooelh is 

| juonkyee Clam Or 

Signature A 
a ‘antennae nee RT ROR RC NGS nr EE oem arvana a ore 
{ we oy bee: 
ne ; 

- ‘“ 


ia Sissies MMI! ANRIERCidy cleprelmmbe mn % pone: [0 Tanta — 


- Appioved For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4 


25X1A 


Deputy Director (Administration) 2 May 1951 
Advisor for Management 


Fair Employment Prooodure 


1. Tho Comptroller, the Advisor for Managomont, and a ropre~ 
sontative from the Personnel Offico met on 30 April 1951 to disouag 
the Prosidont's Fair Employment Program as directed. The Comptroller 
stated that to date no complaints have boen submitted to tho Fair 
Employment Offiloer,. 


| 2. In order to bring the program to the attention of all 
employeea periodically, the following methods are recommended: 


a. Issue @ notice annually in the Spring of the year 
to all components of the Agenoy through the Section level 
(Distribution No. i) requiring all supervisors to assure 
that oach employee under their Jurisdiction reads and undere 
stands CIA Regulation No.[ | (Advisor for Management) — 25X1A 


be Inoorporate, in brief form, the essentials of the 
Fair Employment Program in the Employees’ handbook, making 
reference to CIA Regulation No. [__|(Personnel Director) 25X1A 


a. Include appropriate comments regarding Fair Employe 
ment in the orientation program for new employees. (Director 
of Training) 


3- The Employees" handboo'r ig currently being revised so the 
method suggested in paragraph 2.(b) will be accomplished within a 
relatively short period of time. 


lh. The above actions oan be accomplished and the matter 
referred to at Assistant Directors meetings periodically, 


[ cok 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


To ! Advisor tor Manayement DATE: 17 February 1951 
FROM : Comptroller 
SUBJECT: CTA Regulation No. | rate Employment Procedure 25X1A 
i. lieference is made to @ memorandun of 8 February 1951 from 
25X1A Ma. of the General Counsel's Office relative to the deletion 


of paragraph C, "Prevention of Duplicate Appeals", on pare 5 of the 
CIA Regulation No.[ | 25X1A 


@. Paragraph ¢ was inserted in the Repulation at the requost 
of Mr. Lawhorn, Executive Secretary of the Tair Employment Board, 
Civil Service Commission. The same provision is included in the 
Federal Personnel Manual, Chapter Fl, Fair Employment Program, under 
the heading "Complaints and Appeals", on page F1-2, 


3. Under these circumstances it is not considered advisable to 
eliminate the paragraph from the Regulation. 


25X1A 


Attachment 


25X1A 
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| Office Memorandum + onrrep states GOVERNMENT 


TO t Advisor lor Munncomont 


FROM 1: Conptrollor 


DATE: 2h Jenuary LOH1 


SUBJECT: Dratt of Contral Intolligonoe Regulation Number [ 25X1A 
titled, Fair Employment Prooaduro 


I havo roviowod tho abovo voferoneed procoduro and suggest that 
‘tho following changes bo mado in tho context for the rousons cited: 


pago 1 js. (1) (b) line 1. 


pago @ B. (2) (b) lino 1. 


paye 2 2B, (3) (a) lino 2. 


page 4 B. (4) (a) lino 4. 


ST Ft ea ce nearer al a atctoeen pie ae amen ant STRINGS NIST RETO TSE te a tm a SAAT bt heE  Ba  PO RTEeOME RieOrUA ant lma ecaealpe iatel eee alee e phat lesle lee 


The word "complaints" should bo mado Singular sve 
in order to bo consistent with rost of the 
sontonce, as woll as with subsequont parapyraphs, 


“Office hoads may makeossesse" should bo chanyod = A 
to “fhe Office huad way noke....' in order to 

mako Lollovwiny sentence pranmatically corroct. 

"Ho" will then vofer back: to "Tho Office head", 

and not "Office heads", aed 


“Offico hoads" should be chenped to "The Office Mt 
hoad" for the reason cited abevo,. 


A comme should be insertad hetwoen "nogotiation"' OT 
and "attompt", 


25X1A 


25X1A 
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Text of Executive Order Revising Draft Regulations” 


. % . . f 
ments and fa oxpeeted to attain | and to proseriba the. procedures | onty when all of the conditions 
hla dogrey, for tho adiminiatravon of such tost | described in paragraph (A) of 

(3) Tho rogiatrant has been ao. | OF toasts, for tho cartificntion of oe 1622.10 are found to ox- 
copted for ndmidsion to a gradu. | the .rosults thereof, and fur the at. 18] 
atv school for tho clasa noxt com. | certification of any other Infor= a 
monclng as a candidate for. a mation required Mn currying out Tho table of contents of part 
rinduate degree, or has been ac. | the previniens of Purngraph (13). | 1992 ia amended by inserting Im- | 
coptod for admission to a college, (D) ‘Tho Prwsident may, from | madiately after 1022.28 identifl- | 
unlveraity, or similar tnatituulon Umie to tlme (1) designate special | eation of Class 10 registrant 
of learning for tho class noxt | cetegorlos af pcreation: amploy- | transforred to & reserve compo- 
commencing fora full-time course | Mont, or pa ty casontiol to the | nont of the armed forces,’ {he 
of Instruction or has entered upon | Mttlonal health, snfoty, or Inter | ronowing: 1162220 Identification 
and is sallafactorily pursuing such | ct an at nucacene regulations | of Class II-A registrants who ate 
ata and, within such ente- aide De aeanle. aneace Als students," 4 
hve her die. rave etcal atch occupations, employments, M4] 
of the President, may preserihe, | ° activitlos. ae (ellewing, new nection He 
elthor has maintained a required 2) aus ‘| i“ qa 1022-287 aca 
vacholnatic standing, or tina ot- | yn aan cA lon 1609.19 | "102200 identification of Clase: 
talned on a qualification test a | araggaph ( J of Beat ii 1622,18 LIZA couleivante whe ace atudenta: 
score, or both such standing and eee ees Hah Gr me mee t Wharlecee a reglatrant ja clasal- 
Director of Sole e eeeiey tte | deferred because of agricultural | fled in Class JI-A by reason of 
Diroctor of Selective Service with | Oocirati ey) °F er ae ILC his activity In sludy his classlfica- . 
the approval of the President, occupation, n class Ji: y y : 

“(C) shall be placed any registrant tlon shall be followed with the 

C) The Director of Selective | who is employed in the produc- | Identification. ‘(8)’ whonever it. | 

Service ts authorized to pxescribe | tion for market of a substantial | appears on any record of auch 
such qualification test: or tests | quantity of those agricultural | registrant.’ ~ 
os ye may deem necessary for | commoditles which are necossary Harry 8. TRUMAN... 
carrying. out the: prowsjons of |-to the maintenance of the hation- | . The White House,;.-+- =e . - 


ro 
Paragraph -(B). of.\this section | ai health, safety, or ‘interest, but | March 21,101, 


WASILINGTON, March M1 Di 
afore is the tert of Prealdent Trits 
nua ereentive order authorlabys 
ideferment af students from the 
jaraft and making other changes in 
'Seleotive. Servier regulations? 


oe. 
| AMENDING THI SHURCTIVE 
i SERVICH REGULATIONS 


By virtue of the authority vont- 
- ad i me by Title L of the Selec: 
tlve Service Act of 1948 (62 Stat, 
» 604), as amended, I hereby pre- 
“aerihe the following amendments 
of the Selective Service: Regula- 
- tions prescribed by Executive 
Order No, 9088 of Aug. 20, 1948, 
and constituting portions of 
Chaptor XVI of 'Titla'42 of tho 
Code of Federal Regulations: 


Section 1622.10 of Part 1622, 
classification rulos and principles, 
fa amended to read as follows: 

¢'1622.10. Necessary employment 
defined. (A) A rogistrant's ons 
ployment In industry or other 
occupation, service in office, or. 
activity in resenych, or medical, 
aciontific, or other endeavors, 

: whall be constdcrad to be neces. 
‘sary to the maintenance of the 


_ ert only when all of the follow- 
‘ {ng conditions oxist: 
' (1) ‘The registrant {s, or but 
‘for a sensonal or temporary {n- 
, terruption would’ be, engaged In 
) such activity. . 
; (2) The registrant cannot be 
! replaced because, of a shortage of: 
} persons with his qualifications or 
i skill in such activity, : 
; (3) The removal of the regis. i 
trant would cause a material loss | 
of effectiveness In such activity. 
' “(B) A registrant's activity in 
atidy may ne ponsigersd to ue ' 
necessary .to the maintenance of ; 
, the national health, safety, or 25X1A 
: interest when any of the follow- : 
{ing conditions exlat: rg ee 
(1) The registrant has. been ac- - 
ecpted for admission to.or is a 
| atudent. in a professional .schoo! : ; 
of medicine, dentistry, veterinary 
medicine, osteopathy, or optome-- 
try and the school in which he is: 
enrolled has cortifiod’ that he. is 
satisfactorily pursuing a full-time 
; course of Instruction leading to 
i his-graduation, =” oo 
' | (2) The registrant ja a full-time 
: graduate student seeking a grad- 
uata degree and the graduate 
_echool at'which he is in attend- 
‘Vaneehas Stertified: thathe“cur-* 
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Attachment A 


{ 
| 
| Comments of the following Offices are attached: 


Office of Special Operations Medical Office 
Office of Policy Coordination Inspection and Security Office 
Office of Operations Finance Office 
Office of Research and Reports Administrative Services Office 
| Office of Collection and Dissemination 
Office of Scientific Intelligence 
! 
Ul 


The following Offices made verbal comment or did not report, as indicated: 


Office of Intelligence Coordination - Not Represented 
Office of National Estimates - Verbal Report 

General Counsel - Verbal Report 

Management - Verbal Report 

Personnel - Verbal Report 

Office of Current Intelligence - Verbal Report 
Procurement - No Report 

Training - Not Represented 
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Security Informations 


MEMORANDUM FOR: Deputy Director (Administration) SEP 11 1959 
SUBJECT: Revision of CIA Regulation [| 25X1A 


wlation[ | Restoration of Federal !mployees Pursuant to the 
Selective Service Act of 1948, as Amended. This proposal was origin-~ 
ally submitted to your office with a memorandum from the Acting AD/P 
dated 1 August 1952 (Tab B) and was returned to this Office bearing 
the concurrence of the CIA Security Officer (Tab C). 


25X1A 1. There is attached as Tab A a proposed revision of CIA Reg~ 
| 


2- Most of the procedural material contained in the original 

: draft has been removed for internal (Personnel Office) publication. 
No significant changes have been made in the substantive material as 
it was presented in the draft submitted with the memorandun of 

1 August. 


W. H. H. MORRIS, JR. 
Assistant Director (Personnel) 


ATTACHMENTS: 
Tab A = Revision of CIA Regulation No. Zz 
i Tab R = Revision of CIA Regulation No. 
(Submitted to DD/A on 1 August 1952) 
Tab © = Memorandum from CIA Security Officer 
dated 16 August 1952 
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Revision of CIA Regulation No. | | 25X1A 
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Revision of CIA Regulation No. 
(Submitted to DD/A on 1 August 1952 
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14, INCENTIVE AWARDS PROGRAM 
A. (1) In accordance with this Regulation the Agency may grant employees: 
(a) Awards for meritorious suggestions. 


(b) Cash awards or step increases for superior accomplishments con- 
tributing to outstanding efficiency and economy in administration. 


(c) Step increases for superior accomplishment. 


| 
| 
| 
! 


(2) The Deputy Director (Administration) is authorized to approve awards 
recommended by the Efficiency Awards Committee. 


(3) Whe Efficiency Awards Committee shall meet at the call of the Chair- 
man and shall be constituted as follows: 


| 

Assistant Director (Personnel) Chairman 
Advisor for Management Vice-Chairman 
Comptroller Member 
Personnel Director Advisor (without vote ) 
Personnel Relations Officer | Recorder (without vote) 


(4) he Personnel Director shall: 


(a) Give full internal publicity to the program and publicize awards 
to employees in CIA publications. 


(b) Report annually through the Comptroller to the Bureau of the 
Budget on the status of the program. 


(c) After appropriate determinations have been made » initiate the 
documents required to effect payments and act as approving 
officer for such payments. 


B. Conditions Governing Awards. 


(1) All civilian employees af CIA are eligible for awards under the 
program. 


(2) Cash awards or salary increases awarded under the program shall be 
in addition to regular compensation. 


(3) ' Acceptance of cash awards for meritorious suggestions shall be a full 
release to the Government from any and all claims by the employee, 
his heirs, executors, administrators, or assigns for the use of such 
suggestions. 


. (4) Not more than one award shall be made to an employee for any one 
suggestion unless the actual first year savings are sufficiently | 
greater than the estimate of savings on which the original award. 
was vased. 
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(5) No two employees may be given cash awards or salary increases for the 
same improvement except in w shured or group award. 


UC. Awards for Meritorious Suggestions. 


(1) Cash awards for savings resulting from adoption of a meritorious sug~ 
gestion shall be based on the estimated first year's savings in ac- 
cordance with the following table, unless the Deputy Director 
(Administration) determines o different amount ig justified. The 
total of such awards shall not exceed $25,000 during one fiscal 
year. Awards under this authority are authorized only for sugges- 
tions outside the normal requirements of the duties of the 


! suggester, 
ANNUAL SAVINGS CASH AWARDS 
$1 ~ $1,000 $10 for each $200 of savings with a 
minimum of $10 for any adopted suggestion. 
$1,000 - $10,000 $50 for the first $1,000 of savings and 


$25 for each additional $1,000 of savings. 
$10,000 - $100,000 le for the first $10,000 of savings and 
50 for each additional $10,000 of savings. 
$100,000 - or more $725 for the first $100;000 of savings and 
$100 for each additional $100,000 of savings’ 
provided that the maximum award for any one 
suggestion shall not exceed $1,000. eg 


(2) Awards for Improvements Not Necessarily Resulting in ©... ngs. 
Cash awards may be authorized for suggestions which result in increased 
efficiency, conservation of property, improved working conditions, 
better service ox other improvements whether or not an identifiable 


monetary saving results. Awards shall be commensurate with antici- 
pated benefits and will be determined by the Committee. 


(3) Honor Awards 
Certificates, medals or other emblems may be awarded: 
(a) In addition to monetary awards. 


; (bd) Im recognition of exceptional service not meriting a cash 
: award. a 


(4) Submission of Suggestions 


Employees may submit suggestions directly to the Personnel Director or 
' through supervisory channels. These shonld. be in duplicate and include: 


E oe -- (a) -Name of employee. 
es _ a RESTRICTED 
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| b) Title and grade. 
| ¢) Division and Office. 
(4) Detailed description of the suggestion, with a statement of 


| monetary savings which will result or have resulted in the 
first year of operation, or the basis for opinion that other 
exceptional benefit to CIA will result. 


(5) Action on Suggestions 


| (a) The Personnel Director will: 


(1) Remove the identification of the suggester and submit 
each suggestion to the appropriate Offices for review. 


(2) Submit suggestions concerning organization and procedures 
to the Advisor for Management for review. 


(3) Submit evaluated suggestions to the Committee, 
(4) Enter in the employee's file a record of his suggestion. 


(b) Whenever the Deputy Director (Administration) believes that a 
suggestion would benefit the Federal Govermment generally, he 
may report it to the Director of the Bureau of the Budget for 
dissemination to all Departments and Agencies. In such case 
no additional award may be authorized for the suggester, 


D. Cash Awards or Step Increases for Superior Accomplishments Contributing 
to Outstanding Efficiency and Economy in Administration. 


(1) Cash Awards for Efficiency 


Cash awards may be authorized for savings made in the conduct of an 
employee's own operations whether such savings are the result of a 
suggestion or other personal accomplishment. Such an award shall 
not exceed 25 per cent of the estimated savings in the first year 
of operation, ner an amount equal to three times the step increase 
of an employee's grade. 


(2) Step Increases for Efficiency 


A salary increase of one, two or three steps may be authorized for 

@ suggestion or superior accomplishment in the conduct of an employee's 
own operations which results in such substantial. savings to CIA that 
limitations on the amount of cash awards would result in inadequate 
reward. The annual rate of such a salary increase shall not exceed 

25 percent of the estimated savings for the first year, nor three 
salary steps in the individual's grade. 


(3) Shared or Group Awards 


Where contribution to the improvement. of efficiency has been made. by 


~-3- 
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more than one employee, all employess contributing, including 
supervisors, may share awards -- each sharing in proportion to his 
contribution, The total amount awarded may not exceed the amount 
authorized for this type of award. Noitwo employees may be given 
cash awards or salary increases for the same improvement except 
in a shared or group award. 


(4) Submission of Recommendations 


(a) Where recommendations are based upon a meritorious suggestion, 
follow procedures under C. (4+). 


(b) Where, in the review of operations of their respective Offices, 
Office heads discover supervisors and employees whose superior 
accomplishments contribute to outstanding efficiency and economy 
4~, administration they may recommend awards under this section. 
Such recommendations will be forwarded to the Personnel Director. 
Each recommendation must be specific and well documented and must 
include: 


(1) Names of the supervisors and the employees recommended for 

~ awards. 

(2) A complete description of the methods, procedures, organizational 

~ changes, etc., contributing to improvements resulting in out- 
standing efficiency and economy in administration. 

(3) Supporting documentation of the contribution of each super-~ 

~” visor and employee where group or shared awards are recommended. 


E. Step-Increases for Superior Accomplishment 
(1) Awards: 
(a) A salary increase of one step may be granted an employee for: 
(1) Sustained work performance of a high degree of efiiciency. 
(2) The initiation and development of a suggestion, over and 
above the normal requirements of his position, which in- 
creases efficiency; or 

(3) Special service of an outstanding nature, whether or not 
the performance, suggestion or special service results in 
substantial economies. 

(b) No employee shall be eligible for more than one such step-~increase 
within the time period between normal step-increases for his 
grade. 

(2) Basis for Awards 


To qualify for this award the employee must meet one of the following 
standards: 


he 


ae, 
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| (a) Sustained work performance for a period of at least three 
months of such nature that it not only meets the requirements 
for the highest attainable efficiency rating but merits dis- 
tinction among those who are given such rating or among those 
whose current work performance is sufficiently outstanding to 
justify such rating; or 


(bo) Initiation of an idea, method or device, which has been developed 
and adopted because it is expected to improve the public service 
or provide for more economical operation in the public interest; 
or 


(c) A speciul act or service in the public interest, related to 

official employment, over and above normal position requirements, 

of an unusual or distinctive character, where its recognition 

| as a basis for an additional advancement would serve as a 
definite incentive to others. 


(3) Subrission of Recommendations 


(a) Office heads may recommend to the Committee through the Personnel 
Director employees whose performance merits such recognition. 


(b) Recommendations must include: 


(1) A statement that the employee has had & performance rating 
of "outstanding" for a period of at least six months 
. immediately preceding the date of the recommendation, or 
: that he merits such a rating at the time of the recommendation. 


(2) A description of how the wmployee should perform to meet 
~ the standards normally expected in the position and a 

description of the employee's performance which merited 
an "outstanding" efficiency rating. This should include 


are facts concerning the quantity and quality of work, manner 
: Baty . oe performance ,} personal traits, and how the employee! 
erformance merits distinction among other employees rated 
"outstanding. : 


f (c) Types of acts or service which might justify such an award are: 


(1) Distinguished achievement in improving the morale of 

~ employees. 

(2) Outstanding contribution to management or operations. 

(3) Monetary savings to the Government. 

(4) Act, service or valor over and above the call of duty. 

(5) Performance which has involved the overcoming of unusual 
difficulties, 
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(a) Examples which by themselves are not acceptable for recommendation 
for superior accomplishment awards are: 


(1) Long hours voluntarily worked. 

5} Loyalty to the service. 

3) Performance rating of satisfactory. | 

(4) Performing duties of a higher grade, which situation could 
have been corrected by reallocation. 

(5) Long and faithful service. 
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‘ Director of Central Intelligence Effective: 24 July 1951 
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14. INCENTIVE AWARDS PROGRAM 
A, (1) In accordance with this Regulation the Agency may grant employees: 
(a) Awards for meritorious suggestions. 


(ob) Cash awards or step increases for superior accomplishments con-~ 
tributing to outstanding efficiency and economy in administration. 


(c) Step increases for Superior accomplishment. 


(2) The Deputy Director (Administration) is authorized. to approve awards 
recommended by the Efficiency Awards ComuLttee. 


(3) The Efficiency Awards Committee shall meet at the call of the Chair- 
man and shall be constituted as follows: 


(a) Assistant Director (Personnel) Chairman 
(b) Advisor for Management Vice-Chairman 
(ce) Comptroller Member 
(d) Personnel Director Advisor (without vote) 
(e) Personnel Relations Officer Recorder (without vote) 


(4) ‘The Personnel Director shall: 


(a) Give full internal publicity to the program and publicize awards 
to employees in CIA Publications. 


(b)} Report anmally through the Comptroller to the Bureau of the 
Budget on the status of the program. 


(c) After appropriate determinations have been made, initiate the 
documents required to effect payments and act as approving 
officer for such payments, 


B, Conditions Governing Awards. 


(1) All civilian employees of CIA are eligible for awards under the 
program. 


(2) Cash awards or salary increases awarded under the program shall be 
in addition to regular compensation. 


: (3) Acceptance of cash awards for meritorious suggestions shall be a full 
Ls release to the Government from any and all claims by the employee, 

e his heirs, executors, monsnretnetons; or assigns for the use of such 
bs suggestions, 


(4) Not more than one. award shall be mads to an employee for any one 
Suggestion unless the actual first year savings are sufficiently 
greater than the estimate of savings on which the original award 

' was based, RESTRICTED 
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(5) No‘two employees may be given cash awards or salary increases for the 
same improvement except in a shared or group award. 


C. Awards for Meritorious Suggestions. 


(1) Cash awards for Savings resulting from adoption of a meritorious sug= 
gestion shall be based on the estimated first year's savings in ac- 
cordance with the following table, unless the Deputy Director (Admin- 
istration) determines a different amount is justified. The total of 
such awards shall not exceed ‘25,000.00 each fiscal year. Awards un- 
der this authority are authorized only for suggestions outside the 
normal requirements of the duties of the suggestor. 


oo, 


+ “KENUAL SAVINGS CASH AWARDS fed 
$1 ~ $1,000 $10 for each $200 of savings with a 


minimum of $10 for any adopted suggestion. 
$1,000 = $10,000 te for the first $1,000 of savings and 

25 for each additional $1,000 of savings. 
$10,000 - $100,000 $275 for the first $10,000 of savings and 

$50 for each additional $10,000 of savings. 
$100,000 - or more $725 for the first $100,000 of savings and 

$100 for each additional $100,000 of savings 

provided that the maximum award for any one 

suggestion shall not exceed $1,000. 


(2) Awards for Improvements Not Necessarily Resulting in Savings. 
Cash awards may be authorized for suggestions which result in increased 
efficiency, conservation of property, improved working conditions, 
better service or other improvements whether or not an identifiable 


moretary saving. results. Awards shall be commensurate with antici- 
patea benefits and will be determined by the Committee. 


(3) Honor Awards 
Certificates, medals or other emblems may be awarded: 
(a) In addition to monetary awards- 


a (b) And Tn recognition of exceptional service not meriting a 
es cash award. 


(4) Submission of Suggestions 


Employees may submit suggestions directly to the Personnel Director or 
through supervisory channels. These should be in duplicate and include: 


(a) Name of employee, 
_ RESTRICTED 
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(b) Title and grade: 
ts} Division and Office. 

Detailed description of the suggestion, with a statement of 
monetary savings which will result or have resulted in the 
first year of operation, or the basis for opinion that other 
exceptional benefit to CIA will result. 


(5) Action on Suggestions 
(a) ‘The Personnel Director will: 


(1 ) Remove the identification of the suggester and submit 
each suggestion to the appropriate Offices for review. 


(2) Submit suggestions concerning organization and procedures 
to the Advisor for Management for review. 


(3) Submit evaluated suggestions to the Committee. 
(4) Enter in the employee's file a record of his suggestion. 


(b) Whenever the Deputy Director (Administration) believes that a 
suggestion would benefit the Federal Government generally, he 
may report itto the Director of the Bureau of the Budget for 
dissemination to all Departments and Agencies. In such case 
no additional award may be authorized for the suggester. 


D. Cash Awards or Step Increases for Superior Accomplishments Contributing 
to Outstanding Efficiency and Economy and in Administration. 


(1) Cash Awards for Efficiency 


Cash awards may be authorized for savings made in the conduct of an 
employee's own operations whether such savings are the result of a 
suggestion or other personal accomplishment. Such an award shall 
not exceed 25 per cent of the estimated savings in the first year 
| of operation, nor an amount equal to three times the step increase 
] of an employee's grade. 


; (2) Step Increases for Efficiency 


7 A salary increatie of one, two or three steps may be authorized for 
: & suggestion or superior accomplishment in the conduct of an employee's 
id own operations which results in such substantial savings to CIA 

i that limitations on the amount of cash awards would result in in- 

i . adequate reward. The annual rate of such a salary increase shall 

not exceed 25 per cent of the estimated savings for the first year, 

| nor three salary steps in the individual's grade. 


uy (3) Shared or Group Awards 


Where contribution to the improvement of efficiency. has been made by 
-3- . 
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more than one employee, all employees contributing, including 
supervisors, may share awards -- each sharing in proportion to his 
contribution. The total amount awarded may not exceed the amount 
authorized for this type of award. No two employees may be given 
cash awards or salary increases for the same improvement except 
in a shared or group award. 


(4) Submission of Recommendations 


(8) Where recommendations are based upon @ meritorious suggestion, 
follow procedures under C. (4). 


(b) Where, in the review of operations of their respective Offices, 
Office heads discover supervisors and employees whose superior 
accomplishments contribute to outstanding efficiency and economy 
in administration they may recommend awards under this section. 
Such recommendations will be forwarded to the Personnel Director. 
Each recommendation must be specific and well documented and must 
include: 


(1) Names of the supervisors and the employees recommended for 
awards. 


25X1A 


(2 ) A complete description of the methods, procedures » organizational 


changes, etc., contributing to improvements resulting in out- 


stending efficiency and economy in administration. 
(3) Supporting documentation of the contribution of each super- 


visor and employee where group or shared awards are recommended. 


Step-Increases for Superior Accomplishment 


(1) Awards 


« 


(a) A salary increase of one step may be granted an employee for: 
(1) Sustained work performance of a high degree of efficiency. 


(2) The initiation and development of u suggestion, over and 
above the normal requirements of his position, which in- 
creases efficiency; or 


(3) Special service of an outstanding nature, whether or not 
the performance, suggestion or special service results in 
substantial economies. 


(b) No employee shall be eligible for more than one such step-increase 


within the time period between normal step-increases for his 
grade. 


(2) Basis for Awards 


To qualify for this award the employee must meet one of the following 
standards: 


RESTRIC' 
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(a) Sustained work performance for a period of at least three 
months of such nature that it not only meets the requirements 
for the highest attainable efficiency rating but merits dis- 
tinction among those who are given such rating or among those 
whose current work performance is sufficiently outstanding to 
justify such rating; or 


(o) Initiation of an idea, method or device, which has been developed 
and adopted because it is expected to improve the public service 
or provide for more economical operation in the public interest; 
or 


(c) A special act or service in the public interest, related to 
' official employment, over and above normal position requirements, 
of an unusual or distinctive character, where its recognition 
as a basis for an additional advancement would serve as a 
definite incentive to others. 


(3) Submission of Recommendations 


(a) Office heads may recommend to the Committee through the Personnel 
Director employees whose performance merits such recognition. 


(b) Recommendations mast include: 


(1) A statement that the employee has had a performance rating 

~~ of "outstanding" for a period of at least six months 
immediately preceding the date of the recommendation, or 
that he merits such a rating at the time of the recommendation. 


(2 ) A description of how the employee should perform to meet 
the standards normally expected in the position and a 
description of the employee's performance which merited 
an "outstanding" efficiency rating. This should include 
facts concerning the quantity and quality of work, manner 
of performance, personal traits, and how the employee's 
performance merits distinction among other employees rated 
"outstanding." 


(c) Types of acts or service which might justify such an award are; 


(1) Distinguished achievement in improving the morale of 
employees. 

(2) Outstanding contribution to management or operations. 

(3) Monetary savingsto the Government. 

(4) Act, service or valor over and above the call of duty. 

(5) Performance which has involved the overcoming of 

~ unusual difficulties. 
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(d) Examples which by themselves are not acceptable for 
recommendation for superior accomplishment awards are: 


(2) Long hours voluntarily worked, 


2) Loyalty to the service. 
(3) Performance rating of satisfactory. 
(L) Performing duties of a higher grade, which situation could 


a have been corrected by reallocation. 
; me (5) Long and faithful service. 
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ee EMPLOYER SUGGESTION " SUPRTOR ACCOMPLISIMIENT ~~" MANAGEMENT IMPROVEMENT ~~~ 
CHARACTERISTICS AWARDS) PAY INCRIGASES AWARDS oe 

Legal basis Section 1, Public Law Section 7-2, Public Law Title X, Public Law 29, 
600, 79th Congress 429, 81st Congress 81st Congress 

we gulation Executive Yrder 9817 Section 25015, Federal Bureau of the Budget 

Personnel, Manual Circular A~8 and Supplement 

Typo of Act Improvements which Improvements Improvements | 

Covered are not part of Sustained performance Sustained performance 
employee's normal Special acts or Special acts or services 
job requirements services . 

Results Required Must yield tangible Must yheld tangible Must yield tangible savings 
savings or — Savings or in employee's own operations 
intangible benefits intangible benefits 

Type of award Cash 1 step increase Cash or 1, 2, or 3 step 

increase 


Honorary awards excluded 
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MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT : Revision of Regulation No.[ | 25X1A 


1. This rewrite grants authority to the Deputy Director 
(Administration) eto approve avards for presentation 
by the Director of Central Intelligence or the Deputy Director of 
Central Intelligence and will take the workload off the Director's 
Office. As your Office becomes upproving authority, it was recom- 
mended a new Chairman be named. The Committee has recommending 
authority only. 


2, The General Counsel, Comptroller and Auditor have concurred 
in the revision. Personnel concurred with the comment that the 
Personnel Director should be Chairman of the Committee instead of 
the Advisor for Management. This was discussed with Mr.[_ | who 25X1A 
felt that the Advisor for Management was a more neutral official for 
determining the merit of suggestions. 


3. Recommend approval. 


JUL 24 
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MEMORANDUM FOR: Advisor for Management 
FROM: Personnel Director ILLEGIB 


SUBJECT: Draft - Incentive Awards Program. 


1. I am returning your draft of the Incentive 
Awards Program on which you requested my comments. 


2. Inasmuch as the entire responsibility for 
the administration of this program seems to be re~ 
flected in the Personnel Office's responsibility, 

I would like to recommend that the Advisor for Manage 
ment be a member of the Committee and not Chairman. 
If this recommendation is accepted, I believe the 
logical Chairman for a completely personnel function 
should be the Assistant Dyrector for Personnel, when 
he enters on duty. 


25X1A 


WILLIAM J. KELLY 
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LS. PERSONNEL EVALUATION 


Ae 


B. 


Policy 


In accordance with the basic personnel policy of the Central 
Intelligence Avency (Seo CLA Regulation 

a program of personnel evaluation is provided as a nrincipal 
means of developing and maintaining an effective staff and pro-= 
moting the most satisfactory relationship between each individual 
and luis supervisor. 


25X1A 


Scope of Program 

The personnel evaluation vrogram includes all staff employees 
and stall agents of the Central Intelligence Agency whether 
on duty in headquarters or in the field. 


Form and Frequency of Reports 


(1) CIA Form No. 37-151, Personnel Evaluation Roport, shall be 
used to record evaluations. 


(2) Supervisors shall prepare 2 personnel evaluation for each 
individual at the end of his first nine months of service 
with tne Agency and annuelly thereafter, and at such other 
times as directed. 

Responsibility 

The Assistant Director (Personnel) is responsible for administering 


this progran. 


FOR TH DERECTOR Ol CENTRAL INTELLIGENCE: 


ting Deputy Director Effective: 1 August 1 ; 
(Administration) Rescind : Page 1 of 25X11 
ll July 21 : 
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BFFICTUNCY REPORTS ON MILITARY OFFICERS 


A. 


De 


Efficiency reports will be submitted on military officers on duty 
with the Central Intelligence Asency in accordance with policies 
established by the Personnel Policy Board, Office of the Secretary 
of Defense. 


The imnediate supervisor of a military officer will accomplish 
efficiency reports at such times, and in such form as may be re-=- 
quired by the parent service of the officer concerned. 


Subject to the procedures prescribed by the parent service of the 
officer concerned, all efficiency reports will be reviewed and en- 
dorsed by a military officer who is senior to the officer reported 
upon. 


The following types of efficiency reports will eovern assignment 
relationships between supervisors and.officers upon whom efficiency 
reports are nrepared: 


(1) Where the immediate supervisor is a senior officer of the 
same service, the evaluation will be accomplished on the 
form of, and in the manner prescribed by, the parent service 
concerned. 


(2) Where there is no immediate supervisor of the same service, 
the immediate civilian supervisor, or the military supervisor 
of another service, will evaluate the rated officer's manner 
of performance in letter form. Such report will be attached 
to the standard service evaluation report form, which will 
have the administrative information portion completed. 


(3) Where the detailed nature of the duties to which the rated 
officer is assigned contain classified security information, 
only a sufficiently brief resume to, represent performance 
and duties in unclassified language will be contained in the 
report, whether in standard or letter form. 


(4) When an evaluation, whether by a military or civilian super-~ 
visor, contains an adverse statement, the procedure to be 
followed will be in full conformance with the existing re- 
gulations of the parent service of the rated officer, 


CONFIDENTIAL 


Security Information: 
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E. Letter type reports, whether prenared by civilian or military 
supervisors, will include sufficient information to furnish a 
fair and comprehensive picture of the nerformance of the officer 
reported upon. In addition, specific characteristics upon which 
the parent services require evaluation from time to time will be. 
brought to the attention of the sunervisor concerned at the time 
an officer's. rating is prepared, 


F, The Chief, Military Personnel Division, Central Intellirence Agency , 
is responsible for monitoring the prompt submission of adequate 
efficiency reports on all officers assigned to the Central Intel- 
ligence Agency by the military services. His office will maintain 
anpropriate individual records, files of current service policies 
and procedures concerning efficiency reports, and reportinre schedules 
to insure their promot and adequate submission. This office will 
notify supervisors of reporting requirements and will provide 
procedural guidance in the interest of conformity. Comnleted 
reports will be routed through the Chief, Military Personnel 

' Division, to the appropriate service of the Denartmant of Defense, 


i 
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ae 


TOs Deputy Director (Administration) 
FROM: Chief, Military Personnel Division 
SUBJECT: Officers! Efficiency Reports 


1. PROBLEM, To establish a reliable procedure for assuring timely 
submission of adequate and valid reports of officer's performance 
in a CIA assignment. 


2. FACTS BEARING ON THE PROBLEM. 


a. CIA procedure for rating assigned officers involves peculi- — 
arities which are common to a quasi-military organization, and are 
prone to be regarded by the services as "exceptional" cases which 
depart from the military norm. 


b. Supervisors are often unfamiliar with accepted rating tech- 
niques, with the importance of such ratings, and with the uses of 
ratings in future actions which affect officers! careers, 


c. The organization structure of CIA makes it unlikely that 
an.officer's immediate superior will be his senior in the same 
parent service. 


d. CIA must abide by the regulations of each of the parent 
services concerning preparation, content, and frequency of ratings. 


e. Ratings in any form must be as comprehensive as security 
considerations permit, andcommensurate with the services performed. 


3. DISCUSSION. 


a. Service procedures for preparing and submitting reports are 
not responsible for the difficulties arising in implementing them 
within CIA, Two general areas need improvement: 


(1) Education of supervisors in rating techniques. 


(2) Administration of administrative control to see 
that the obligations of CIA are discharged. 


b. The education problem can be readily solved by publishing 
comprehensive instructions for use throughout the Agency. Present 
instructions leave considerable room for interpretatio sulting 
in lack of uniformity. A revision of CIA Regulation and 


25X1A 
publication and distribution of admimistrative policy notice appear . 
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advisable, Enclosing 9 copy of this notice with each notification that a 
rating is required, will further insure that complete instructions are 
available when and where they are most needed. Draft instructions are 
attached as Annexes A, B, and D. 


c, The responsibility for monitoring all aspects of the rating of 
officers properly belongs to the Military Personnel Division. Preparation 
of the rating itself is a responsibility of supervisors, Each supervisor | 
should be made aware that his performance of duty is measured, in part, by the 
manner in which this responsibility is discharged. The proposed notice is 
intended to make this clear, 


d. To preclude any tendency by service selection boards to depreciate the 
value of non-standard letter reports of officers! efficiency, it is considered 
advisable to point out to the chiefs of the parent service the problem of 
CIA in regard to conventional rating procedures, and the fact that non- 
standard ratings will prevail. A draft letter, for the Director's signature, 
is attached as Annex C, 


4, CONCLUSION. A vigorous program should be instituted to familiarize all 
supervisors with rating techniques and CIA policies and procedures on 
the subject. 


de ACTION RECOMMENDED. 


a. That attached drafts, (CIA Regulation L__] policy notice, and in- 25X1A 
structions), be approved and published, (Tabs A, B, and D) 


b. That the attached policy notice accompany each request for efficiency 
rating. 


c. That the attached letter be signed by the Director, Central Intelligence 
Agency, and forwarded to the Chief of Steff of each of the services, (Tab C, 
with signature slips). 


| | 25X1A 
olone USAF 


Chief, Military Personnel Division 


ANNEXES ; 
ns Annex A = Proposed revision, CIA Reg] | es 
Annex B = Proposed notice, DDa 
Annex C = Proposed ltr to military services 
Annex D = Proposed instruction, MPD 


Note: Annex A forwarded under separate cover. 
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CONCURRENCES : 


/8/ George E. Meloon 
Personnel, Director 


/s/ F. Trubee Davision 
Deputy Director (Personnel) 


/s/ Welter Reid Wolf 
Deputy Director (A) 


ACTION BY APPROVING AUTHORTTY: 
/s/ Walter B. Smith 


Director 
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Offic? MEMWANAN ONTTED STATES GOVERNMENT 
TO ! Director of Personnel DATE: 2 May 1951 


FROM + Chief, Military Personnel Division 


SUBJECT: Military Officer Promotion Policies 


1. In compliance with memo from Mr.[ | dated 17 Apr 51, the follow= 
ing information is supplied: 


20 All Services now handle normal officer promotions through central 
promotion boards. The processes are generally as follows: 


ARMY: DA Circular 22, dated 28 Mar 51, establishes zones created by 
dates of rank, the members of which are automatically considered for promotion 
by boards which began convening about 2 Apr 51. This procedure applies to 
all officers except general officers and 2d Lieutenants, the latter being 
allowed a policy more liberal than the normal zone of consideration. 


ATR FORCE: Department of Air Force announces at irregular intervals 
by radio messages the zones of consideration by dates of rank which the pro~ 
motion boards will consider. 


NAVY AND MARINE: The Navy Promotion Boards require selection boards 
and vacancies for all promotions of officers to the rank of Commander (Navy) 
or Lt. Col. (Marine) and above. Selection boards without the vacancy require~ 
ment are utilized for all lower ranks with the exception of Ensign (Navy) and 
2d Lieutenant (Marine), which are allowed a more liberal policy. 


3. Two of the Services allow the promotion of outstanding officers 
outside the normal zone of consideration upon recommendation by a major 
commander. 


ARMY: DA Circular 22 allows major commanders to submit recommen- 
dations for promotion of outstanding officers based upon time-in-grade 
which (for Army) includes Reserve and National Guard time, and is of a 
shorter period than the date-of-rank zone. These promotions can constitute 
only 5% of the promotions made. 


AIR FORCE: Department of Air Force, as mentioned in 2 above, 
handles each promotion list separately. Information relative to forth- 
coming promotion lists has been disseminated by AF radiograms. It has been 
their policy, however, to allow a special "secondary" zone of consideration 
for outstanding officers, limiting it, as in the Army, to 5%. 


NAVY AND MARINE: Navy has no zone of special consideration for 
promotion of officers. 
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4. The policy of "spot" promotions and "battlefield" promotions has 
largely been discontinued. 


ARMY: Battlefield promotions are allowed only in zones designated 
by Department of Army. Korea is the only current area where such promotions 
are made. In these cases FEC can promote up to promotion to the rank of 
Lt. Col., and DA must approve promotions to Colonel. 


AIR FORCE: The Air Force has used "spot promotions" which are effective 
only while the officer remains in the particular area in which such promotions 
are authorized. At the present time, Korea is the only such area. An Air 
Force spokesman at Hq USAF says that such promotions will probably be dis- 
continued because of the unfortunate public relations attendant upon an officer's 
apparent demotion when he leaves the combat area, 


NAVY AND MARINE: The Navy has discontinued its "spot promotion" 
policies. 


5. It is suggested that a promotion board composed of senior officers 
be established within the Agency for the purpose of considering special 
consideration-type promotion recommendations (the so-called "secondary zone" 
promotions) for the Agency and for proposing action on any other type of 
exceptional cases. 


6. It is recommended that the several components of this Agency be 
advised by regulation, or other appropriate administrative means, that all 
military promotions will be processed through the Military Personnel Division. 
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2 May 1951 


MEMORANDUM FOR: Assistant Director for Special Operations 
Assistant Director for Policy Coordination 
Assistant Director for Operations 


SUBJECT : Awards and Decorations 


1. The Director has considered the problem of awards and decora~ 
tions for cavilian employees of CIA and has stated the following policy: 


a Military medals are the responsibility of military 
field commanders and should be recommended and awarded by 


such commanders in accordance with Defense Department poli-- 
cies and regulations. 


b. Assistant Directors may recommend, upon appropriate 
~~ occasions, the awards of the Medal of I'reedom and the Medal 
Ss of Merit. Such recommendations, when adequately supported 


~~——"“and approved by the Director, will be submitted to the Pres~ 


ident as required by existing law and policy, 


(< ee It is the opinion of the Director that recommendations for 
awa 


s of civilian medals should be relatively rare, particularly in the 


case of the Medal of Merit which should be recommended only under very 
exceptional circunstances./ 


WALTER REID WOLF 
Deputy Director 


(Administration) 
cco: Mr, Kirkpatrick 
‘DD/P 
Pers Dir 
. dv for Memt - w/background file 
«Gen Cou 


May 9 


195) 
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SUBJECT: Awards and Decorations 
TO: Deputy Director (Administration, 
FROM: Advisor for Management 


I. PROBLEM: Can CIA grant or secure authority to grant Military and Presi- 
dential Awards (Medal of Merit and Medal of Freedom) to civilian 
employees of CIA. 


II. DISCUSSION: 1. No conversations have been held with the Military 
Establishment except by roundabout means. 
2. The Director of Central Intelligence could recommend 
any military personnel or any employees of CIA who are 
assigned or attached to any of the Armed Services for any 
of the military awards under existing laws and Army 
Regulations. 
3. For awards of military decorations to other CIA 
civilians the General Counsel advises that in their 
opinion from the wording of the U. S. Statutes, CIA . 
could not recommend military awards for civilian employees 
who were not in some way assigned or attached to the Armed 
Forces. 
4. The Director may now recommend any CIA employee for the 
Presidential Awards (Medal of Merit and Medal of Freedom). 
General Counsel suggests it may be more appropriate to sub- 
mit a specific request for each individual rather than to 
request quotas. 


III. RECOMMENDATIONS: 1. That specific cases for the Medal of Merit and the 
Medal of Freedom be submitted by the Director of 
Central Intelligence to the Office of the President 
for his approval. 
2. That the Director authorize the General Counsel 
to open negotiations with the Department of Defense 
to determine: 
a. The Procedure desired or required to process 
recommendations for awards for those employees 
who are eligible to receive such awards due to 
the fact that they are assigned or attached to 
or working in conjunction with the Armed Services. 
b. To determine possibilities of securing 
exceptions to known Statutes to provide a means 
for CIA to process recommendations for awards for 
os personnel of CIA who are serving in hazardous 
:. positions in foreign areas not in conjunction 
: with the Armed Services of the United States. 


Be IV. CONCURRENCES: See Tab B i 
tS! General Counsel o™\, 


. V. ATTACHMENTS: Tab A - List of requested “quotas” by Office. 
Tab B - Comments by General Counsel. 


Approved: . a 
‘Director or Deputy Director af 
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TO: Deputy Director (Administration) 


FROM: Acting Assistant Director (Personnel) 


SUBJECT: ‘Tour of Duty with CIA (Military Officers) 


Le PROBLEM. 


To establish an Agency policy governing the normal tour of duty 
period for military officers. 


2. FACTS BEARING ON THE PROBLEM. 


a. The Secretary of Defense authorizes the detail of Army, Air 
Force, Navy, and Marine Corps officers to this Agency to fulfill re« 
quirements for personnel with current military knowledge, background, 
and status. 


be Military officers, although under the operational control 
of this Agency, are governed, in general, by service regulations. 


c. Hach service has regulations and/or policies that are operative 
at present regarding the tour of duty period in any one assignment. 
Three (3) years is usually considered by all services as the normal 
tour with four (4) years as maximum. The exigencies of the service 
determine the extent to which these regulations and/or policies are 
followed. (See Annex 1 for extracts from service publications). 


d. The Central Intelligence Agency does not have a formal 
career program for military officers. 


e. Officers assigned to this Agency for duty consist of (1) 
Regulars, (2) Reserves who have signed agreements with their parent 
service to remain on active duty for an indefinite period and (3) 
Reserves who have agreed to remain for a specified period (usually 
not over three (3) years). 


3. DISCUSSION. 


a. Maintenance of military effectiveness is of paramount im- 
portance to the service and to the officer. Sinee—duty—with-ci 


be Rotation of officers in conformance with. service regulations 
and/or policies will benefit CIA in that a constant flow of officers 
possessing current military knowledge will be maintained. In addition, 
a pool of CIA indoctrinated officers will result, and such officers 
could be utilized at a later date, if the service concerned concurs. 
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c. Return of those reserve officers who have a limited service 
commitment would be uneconomical provided such officers do not extend 
the commitment period beyond three (3) years. 


he CONCLUSIONS. 


a The establishment of a tour of duty policy would be benefical 
to CIA, the service, and to the individual, 


be. An effective policy will forewarn CIA employers of officers 
of the limited availability period and will permit planning for re- 


placements. ee 
eases-of—oritical,—scontinuine—need—for—irreplaceabLe—offieerss 


5. ACTION RECOMMENDED. 


a. That the normal tour of duty be specified as three (3) years 
with extension to four (4) years in exceptional cases. (See 
Annex 2 for Proposed CIA Regulation). 


b. That reserve officers who have a limited service commitment 
be retained, after receipt of concurrence from the service, 
for the full period of such commitment. 


c. That further study be given to the development of a career 
program for officers required by this Agency and who desire 
CIA duty for an indefinite period. 


25X1A 
MATTHEW BAIRD 
2 ANNEXES: 
le Extracts from Service Publications 
2- Proposed CIA Regulation 
ACTION BY APPROVING AUTHORITY: 
i sau 
Approved i ad), exceptions, if a 
App ( )» 'p r O5X1A 
4 { OLF 
Deputy Director 
(Administration) 
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EXTRACTS FROM SERVICE PUBLICATIONS 


Career Management for Army Officers. 
The following is quoted from TM20~605, Section II, par. 12: 
"12. Tour of Duty. 


a. Normal tour of duty will be 3 years except for foreign service. 
Foreign service tours will vary with climatic and living conditions 
and will be changed from time to time as directed by the Secretary 
of the Army. : 


Air Force Policy. 


The following is extracted from Air Force Regulation No. 36-62 dated 
13 February 1952: 


ee a aS 


i a a oS 


2. POLICY. The following policy is announced for the guidance of all 
concerned in carrying out the provisions of section 201(d), Air Force 
Organization Act of 1951: 


a lLength of Tour of Duty. Four years is established as the maximum 
tour of duty within the Department of the Air Force and the Washington, 
D. C, area, This limitation does not preclude the reassignment of an 
officer at the completion of a three-year normal tour. 


be Exception to Four-Year Limitation. Subsequent to 18 March 1952, 

an officer serving in a current tour will not remain assigned or de- 
tailed to duty with the Department of the Air Force or within the 
Washington, D. C., area beyond a four-year period except as provided 

in paragraph 6, (This includes duty with the Department of the Air 

Force and/or other agencies or a combination of such duties.) Exceptions 
to this limitation may be made only when a longer period is found to 

be necessary in the public interest as the result of a special finding 
by the Secretary of the Air Force or the Chief of Staff, USAF, as 
applicable. Subsequent to 18 September 1952, exceptions to the four-= 


‘ as eS SCD 


c. Reassignment or Detail. Subsequent to 18 March 1952, an officer 
relieved from duty with the Department of the Air Force or other Agency 
within the Washington, D. C., area will not again be assigned or detailed 
within two years to duty with such department or other agencies within 
the Washington, D. C., area. (Exceptions to this policy may be made only 
as indicated in b. above.) 
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3. Navy Policy. 


The following is extracted from Section C-5102, Bureau of Naval Personnel 
Manual, 1948: 


C~5102. Officer Rotation of Duty, Afloat and Ashore. 


HAE A HE FE SE te ak ae ah ae 
TOMER He GE eae ee ae at 


(11) Normal tours of shore duty for line officers are: 
(a) Three years for captains and above. 
(b) Two and one-half to three years for commanders. 
(c) Two years for officers below the grade of commander. 


(12) For officers of the Staff Corps, a regular alternation between sea 
and shore cannot always be effected. Normal sequence generally will be: 
shore~sea~shore-foreign shore. The sequence may be modified by the 
exigencies of the service and the necessity to equalize the character 

of total service performed by officers of the same grades. For officers 
of the Nurse Corps the normal tour of duty in any one locality within 
the United States is 3 years; overseas assignment normally are for a 
minimum of 18 months. 


“Special Note: The Department of the Navy informally stated that the 
Navy now considers three (3) years as a normal tour of shore duty 
with extension to four (4) years in exceptional cases. Exigencies 
of the service may vary this period in individual cases. 


4. Tour of Duty for Marine Corps Officers. 
Quoted from Par. 705), Marine Corps Manual: 
705) - TOUR OF DUTY. 
"], The normal tour of duty at any one location or in any one 
= organization will be not more than 3 years, and where practicable, 


a not less than 2 years, except for sea and foreign service. The 
e normal tour of duty for sea and foreign service will be 2 years." 
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22 May 1952 


MEMORANDUM FOR: Assistant Deputy Director (Administration) 
FROM : Executive Officer for Deputy Director (Plans) 


SUBJECT : Staff Study from Acting Assistant Director (Personnel) 
to Deputy Director (Administration), Subject: Tour 
of Duty with CIA (Military Officers), undated, with 
two annexes. 


Le. In accordance with your informal request for comment or 
concurrence of this office concerning the subject paper, which is 
returned herewith, the following is submitted: 


a. This office does not concur in the second sentence 
of paragraph 3.a. of the staff study. This office believes 
that service with this Agency broadens an officer's general 
knowledge and increases his over-all value to his service, 
It is therefore recommended that this sentence either be 
revised or deleted, 


b. The second sentence in paragraph l.b. of the staff 
study and the first sentence of paragraph 1.B. of the proposed 
regulation refers to "irreplaceable" officers. This office 
does not concur in the use of this word. The only irreplaceable 
or indispensible officers are resting in Arlington Cemetery, 

It is recommended that the second sentence of paragraph lb. 
of the staff study be deleted and it is further recommended 
that the words "of irreplaceable personnel," appearing in the 
first sentence of. paragraph 1.B. of the proposed regulation, 
be deleted. 


2. Subject to the comments contained in paragraph 1, above, 
this office concurs in the staff study and the proposed regulation, 


25X1A 


Enclosure (1) 
ce: A/DD/P(A) 
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